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NASA Record Series with Notes

PREFACE

P.1 These NASA Records Retention Schedules (NRRS) set forth the retention periods of Federal records created, received and/or maintained by
National Aeronautics and Space Administration (NASA) employees and contractors. They were formerly included in NPR 1441.1 from which they
have been extracted since they are approved by the National Archives and Records Administration (NARA) and not by NASA.

P.2 This document is called forth in NPR 1441.1, NASA Records Management Program Requirements, for mandatory use in the
maintenance and disposition of NASA records, in compliance with 36 CFR Chapter 1220.34.

P.3 This revised edition correlates schedule items with the Agency Filing Scheme (AFS) found as an appendix in NPR 1441.1. The AFS is the
NASA subject numbering scheme for filing and records tagging. The NRRS also incorporates some of the General Records Schedules (GRS)
produced by NARA as well as NASA’s Privacy Act Systems of Records.

P.4 The process for creating new retention schedules and making changes to the NRRS is provided in NPR 1441.1.
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NASA Record Series with Notes

Introduction

1.1 NASA RECORDS RETENTION SCHEDULES ORGANIZATION AND FORMAT

a. The NASA Records Retention Schedules (NRRS) are divided into the following 10 subject categories, which are correlated to the Agency
Filing Scheme (AFS).
= Organization and Administrative
» Legal and Technical
» Human Resources - Personnel
» Property and Supply
» Industrial Relations and Procurement
« Transportation
« Program Formulation
» Program Management
« Financial Management and Inspector General
« Common Documentation

b. Schedule 1, "Organization and Administrative Records," and Schedule 10, "Documents Common to Most Offices," will be used by nearly all
offices. Schedules 2 through 9 will be used according to office function/operation.

c. The schedules are arranged into six columns:

ITEM This column includes the reference number given to the series of records descriptions in the third column. The format of
the citation is formatted that the schedule number is included before the “/”” and the item/sub-item follows. These
numbers are a key identifier for records and are used when completing organizational records inventories or file plans,
sending records to storage, or adding metadata to electronic records.

NAME Name indicates the title heading of the records series in the description column.

DESCRIPTION Description provides descriptions of each category and series of records. The Office of Primary Responsibility (OPR) is
also indicated along with specific center instructions, if necessary.
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RETENTION Retention indicates the required period of time the records are required to be maintained by NASA whether onsite or in
inactive storage. NOTE: The statement, “RETIRE TO FRC,” can be interpreted as “MAY RETIRE TO FRC OR OTHER
APPROVED INACTIVE STORAGE.” The Center Records Manager approves the storage arrangement. “<Authority>"
provides the NARA Job Number that approved the disposition and retention for the Records Series described.
Some records series map to a NARA General Records Schedule (GRS). In those cases, the GRS citation is included in this
column. It should be noted that neither the NARA Job Number nor the GRS citation are included as part of the NRRS

schedule/item citation.
PUBLIC NOTES Public notes includes any explanatory notes to help further interpret the schedules or note any restrictions on applicability.

CONTENT TYPES Content Types/Description continued is a field where different record series can be “tagged” with information about records
most commonly associated with that retention schedule item in order to facilitate better natural language keyword searches.
This can include form numbers, database names, or “commonly used” titles. Inclusion of content type keywords must be
approved by Records Management staff for inclusion.
This field also includes additional information from the “Description” column if the length of the description could not fit
within the allowable character count of that field.
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NRRS 1: ORGANIZATION AND ADMINISTRATIVE RECORDS

This records schedule is one of a series of schedules, approved by the Archivist of the United States, which furnishes authoritative instructions for the retention, destruction, or
retirement of records held by NASA Centers or other offices.
This schedule grants continuing authority for the disposition of records already accumulated or to be accumulated in the future.

The records described in Schedule 1 are the general, management, and administrative types of records essential to ordinary office operations but distinct from the records of

functional activities as set forth in other NASA Records Retention Schedules. Some of the records categorized and listed are found only in offices at the upper management levels;
others are found at almost every organizational level. Offices with functional management responsibilities will usually need to consult at least one other schedule, in addition to
NRRS 1, in order to effectively control the disposition of their records.

Item Name Description Retention Public Notes Content Types/Description Continued
01/002.0.A EMERGENCY A. One record copy of each plan or * PERMANENT *
PREPAREDNESS directive issued, if NOT included in the CUT OFF WHEN
POLICY FILES agency's permanent set of master SUPERSEDED.
directives. TRANSFER TO THE
NATIONAL ARCHIVES
Record copy of each agency wide or WHEN 15 YEARS OLD
center emergency directive, plan, and  IN 10 YEAR BLOCKS.
procedure issued by the responsible (e.g., offer 1970-79
office, including related background block in 1995).
papers and program development [DA: N1-255-94-1] (N
reports consisting of a copy of each 1-20)
plan or directive issued.
01/002.0.B CONTINUITY AND Continuity planning and related DESTROY WHEN 3

EMERGENCY
PLANNING
RECORDS

emergency planning files.

Records may include:

e records on continuity and emergency
planning administrative and
operational activities:

* briefing materials and presentations
* status reports

* informational papers

* files documenting policy or plan
development, including policy studies
* procedures, operational manuals,
and related development records

* implementation guidance

* related correspondence

YEARS OLD OR 3
YEARS AFTER
SUPERSEDED OR
OBSOLETE,
WHICHEVER IS
APPLICABLE.
[GRS 5.3-010]
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Item

Name

Description

Retention Public Notes

Content Types/Description Continued

01/002.5

EMPLOYEE
EMERGENCY
CONTACT
INFORMATION

* Memorandum (s) of Understanding
* Delegations of Authority/Orders of
Succession

e continuity plans or directives and
supporting documentation, including
but not limited to:

* Continuity of Operations (COOP)
plans

* Devolution Plans

Occupant Emergency Plans (OEP)

* Emergency Action Plans (EAP)

* Facility Emergency Action Plans
(FEAPS)

* Records Emergency Plans (REMT)

* Disaster Recovery Plans (DRP)

* Pandemic Influenza Plans

e records on continuity or emergency
tests or exercises, such as:

* instructions to members
participating in tests

* staffing assignments

* records of tests of communications
and facilities

e evaluative reports on continuity or
emergency tests or exercises, such as:
* result reports

* readiness reports

* risk and vulnerability assessments
* site evaluations and inspections

* corrective action plans

* after action reports/improvement
plans

Records used to account for and
maintain communication with
personnel during emergencies, office
dismissal, and closure situations.
Records include name and emergency
contact information such as phone

DESTROY WHEN
SUPERSEDED OR
OBSOLETE, OR UPON
SEPARATION OR
TRANSFER OF
EMPLOYEE.
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Item

Name

Description

Retention

Public Notes

Content Types/Description Continued

01/006.5.A

01/006.5.B

PARTNERSHIP
AGREEMENTS

PARTNERSHIP
AGREEMENTS

numbers or addresses. Records may
also include other information on
employees such as responsibilities
assigned to the individual during an
emergency situation.

Includes signed agreements such as
reimbursable, non-reimbursable,
funded, or unfunded agreements, and
A

amendments, between NASA and
other entities such as other Federal
agencies, commercial businesses, state
and local governments, foreign
entities, academia, and non-profit
institutions. May also include
substantive supporting documents
providing additional information on
the development and execution of the
agreement.

EXCLUDES: Financial transaction
records associated with such
agreements. These records are
covered by items in Schedule 9. Also
excluded are contracts, grants and
other procurement managed
agreements described in Schedule 5;
as well as specific types of functional
agreements covered elsewhere, such
as software usage agreements, non-
disclosure agreements, real

estate agreements, environmental
agreements, etc.

Supporting documentation created in
formulating agreements.

[GRS 5.3-020]

Permanent. Cut off
when the agreement
is expired, terminated
or superseded.
Transfer to National
Archives 15 years
after cutoff.
[DAA-255-2022-0002-
0001]

Temporary. Cut off
when the agreement
is expired, terminated,
or superseded.
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Item Name Description Retention Public Notes Content Types/Description Continued
Supporting documentation includes Destroy 15 years after
but is not limited to: non-substantive cutoff or when related
correspondence, proposals, Estimated agreement is
Price/Cost Reports (EPRs/ECRs) transferred to NARA.

[DAA-255-2022-0002-
0002]
01/007.0 INTERNAL Case files of agreements between or Temporary. Cut off
AGREEMENTS within NASA Centers or organizations  when the agreement
concerning work to be accomplished, is expired, terminated,
or products, services, or resources to or superseded, or
be provided. These agreements are when no longer
routine and administrative in nature, needed for business
clarify the responsibilities of both use, whichever is
parties and describe a service or work  longer. Destroy 3
to be accomplished and performance  years after cutoff.
targets. [DAA-255-2022-0002-
0003]
EXCLUDES: Financial transaction
records associated with such
agreements. These records are
covered by items in Schedule 9. Also
excluded are contracts, grants and
other
procurement managed agreements
described in Schedule 5; as well as
specific types of functional agreements
covered elsewhere, such as software
usage agreements, non-disclosure
agreements, real estate agreements,
environmental agreements,
substantive internal agreements
maintained with the Center Director,
etc.
01/008.0.A.01 HISTORICAL A. HISTORY SUBJECT FILES (Locatedin * PERMANENT *
ITEMS/SOURCE Agency/Center History RETAIN RECORDS IN
FILES - 1945 - Offices, including any indexes or AGENCY FOR 5 YEARS,
1989 finding aids if available.)
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Item Name Description Retention Public Notes Content Types/Description Continued
STARTING JANUARY

1. 1945-1989 1993. TRANSFER TO

Material in this collection dates from THE NATIONAL

1945 to 1989 and may be containedin  ARCHIVES NO

boxes, lektrievers, or file cabinets. LATER THAN

Material is marked and accounted for ~ DECEMBER 31,

in two categories: (1) Dated/marked 1998, UNLESS THERE

when material is added to collection; IS AN AGENCY

and (2) Dated/marked when material REQUEST CERTIFYING

is accessed for research purposes. ACTIVE AGENCY USE

AND NEED. SUCH

Records that have unusual or REQUEST WILL

immediately recognizable historical SPECIFY NEW

significance and are filed among other = TRANSFER DATE FOR

records that are scheduled for disposal MATERIAL SO

will be noted and removed from the CERTIFIED.

file before transfer or destruction. [DA: N1-255-94-1, 8]

Agency histories and selected (N 1-8)

background materials. Narrative

agency histories, including oral history

projects prepared by agency historians

or public affairs officers or by private

historians under contract to the

agency. Some background materials

(such as interviews with past and

present personnel) generated during

the research stage may also be

selected for permanent retention.

01/008.0.A.02 HISTORICAL A. HISTORY SUBJECT FILES (Locatedin * PERMANENT * [Note: Excluded are

ITEMS/SOURCE Agency/Center History RETAIN IN AGENCY electronic copies of
FILES - 1990 AND  Offices, including any indexes or SPACE UNTIL NO agency records made
CONTINUING finding aids if available.) LONGER NEEDED OR for convenient

2. 1990 and Continuing.

Records that have unusual or
immediately recognizable historical
significance and are filed among other

WHEN 25 YEARS OLD
WITH 5

YEARS CONSECUTIVE
INACTIVE

AGENCY USE OR
UNTIL 30

reference.]
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Item Name Description Retention Public Notes Content Types/Description Continued

records that are scheduled for disposal YEARS OLD,

will be noted and removed from the WHICHEVER IS

file before transfer or destruction. LONGER.

Agency histories and selected [DA: N1-255-94-1, 8]

background materials. Narrative

agency histories, including oral history

projects prepared by agency historians

or public affairs officers or by private

historians under contract to the

agency. Some background materials

(such as interviews with past and

present personnel) generated during

the research stage may also be

selected for permanent retention.

01/008.0.B HISTORICAL B. READY REFERENCE MATERIAL RETAIN INDEFINITELY

ITEMS/SOURCE Reference material IN AGENCY SPACE
FILES - READY published/sponsored by NASA (Shelf UNTIL NO LONGER
REFERENCE documentation/books). NEEDED, OR DESTROY
MATERIAL WHEN 75 YEARS OLD,

Records that have unusual or
immediately recognizable historical
significance and are filed among other
records that are scheduled for disposal
will be noted and removed from the
file before transfer or destruction.
Agency histories and selected
background materials. Narrative
agency histories, including oral history
projects prepared by agency historians
or public affairs officers or by private
historians under contract to the
agency. Some background materials
(such as interviews with past and
present personnel) generated during
the research stage may also be
selected for permanent retention.

WHICHEVER IS
LONGER.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

Page 11



NASA Record Series with Notes

Item Name Description Retention Public Notes Content Types/Description Continued
01/009.0.A HISTORY OFFICE ~ A. MATERIALS RELATED TO DESTROY 6 YEARS
CONTRACTOR COMPLETED VOLUMES (After AFTER PUBLICATION.
DELIVERABLES publication of the finished book.) [DA: N1-255-94-1]
(BOOKS) - [DA: N1-255-09-1] (N
COMPLETED Copies of documents collected and 1-29)
VOLUMES used as source data in preparation of
historical volumes. Included are
duplicates or copies of
correspondence, reports, directives,
pamphlets, publications or other
official records; preliminary or partial
drafts; authors' outline(s); authors'
original notes; responses from readers;
reviews; and comparable records.
01/009.0.B HISTORY OFFICE ~ B. MATERIALS ACCUMULATED FOR DESTROY WHEN NO
CONTRACTOR FUTURE VOLUMES LONGER NEEDED.
DELIVERABLES [DA: N1-255-94-1]
(BOOKS) - Copies of documents collected and [DA: N1-255-09-1]
FUTURE used as source data in preparation of
VOLUMES historical volumes. Included are
duplicates or copies of
correspondence, reports, directives,
pamphlets, publications or other
official records; preliminary or partial
drafts; authors' outline(s); authors'
original notes; responses from readers;
reviews; and comparable records.
01/009.0.C HISTORY OFFICE ~ C. PUBLISHED MATERIALS/BOOKS * PERMANENT *

CONTRACTOR
DELIVERABLES
(BOOKS) -
PUBLISHED
MATERIALS/BOO
KS

Copies of documents collected and
used as source data in preparation of
historical volumes. Included are
duplicates or copies of
correspondence, reports, directives,
pamphlets, publications or other
official records; preliminary or partial
drafts; authors' outline(s); authors'

TRANSFER ONE COPY
ANNUALLY TO THE
NATIONAL ARCHIVES.
[DA: N1-255-94-1]
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Item Name Description Retention Public Notes Content Types/Description Continued
original notes; responses from readers;
reviews; and comparable records.
01/010.0 HISTORY Biographical data, speeches, and MOST FILES ARE
ARCHIVES articles by individuals who are of RETAINED
BIOGRAPHICAL historical significance in aeronautics, INDEFINITELY IN
FILES astronautics, space science, and other ~ AGENCY REFERENCE
concerns of NASA; correspondence, COLLECTIONS
interviews, and various other tapes HISTORY
and transcripts of program activities. OFFICES/ARCHIVES.
DESTROY WHEN NO
LONGER NEEDED.
[DA: N1-255-94-1]
[DA: N1-255-09-1]
01/011.0 HISTORY OFFICE Routine office files, general DESTROY WHEN 6
FILES — correspondence, and other materials YEARS OLD.
ADMINISTRATIVE related to the day-to-day operations [DA: N1-255-94-1, 11]
and management of the history office  [DA: N1-255-09-1]
and its programs.
01/012.0.A ORGANIZATIONA A. Organizational charts, NASA * PERMANENT * [NOTE: Excluded from

L FILES

Directives, and reorganization studies,
graphic illustrations, which provide a
detailed description of the
arrangement and administrative
structure of the functional units of an
agency. Reorganization studies are
conducted to design an efficient
organizational framework most suited
to carrying out the agency's programs
and include materials such as final

recommendations, proposals, and staff

evaluations. These files also contain
administrative maps that show
regional boundaries and headquarters
of decentralized agencies or that show
the geographic extent of limits of an
agency's programs and projects.

TRANSFER TO THE
NATIONAL ARCHIVES
IN 5 YEAR BLOCKS
WHEN 20 YEARS OLD.
[DA: N1-255-94-1]

(N 1-3) Schedule.]

this series are those
Organization Charts
included in the NASA
Directives System --
See Item 72 of this
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Item Name Description Retention Public Notes Content Types/Description Continued
01/012.0.B.01 ORGANIZATIONA B. Management appraisal files, * PERMANENT *
L FILES narrative and statistical reports on TRANSFER TO THE

01/012.0.B.02

01/013.0.A

ORGANIZATIONA
L FILES

FUNCTIONAL
STATEMENTS -
HEADQUARTERS

significant accomplishments, accounts
of and rationale for reorganizations,
establishment or disestablishment of
field centers; special reports on key
planning studies, with related papers
showing inception, scope, procedure,
results, and case files on approved
plans, policies, mission, and programs.

1. Office of Primary Responsibility,
including the signatory and the office
responsible for studying and
developing the record.

B. Management appraisal files,
narrative and statistical reports on
significant accomplishments, accounts
of and rationale for reorganizations,
establishment or disestablishment of
field centers; special reports on key
planning studies, with related papers
showing inception, scope, procedure,
results, and case files on approved
plans, policies, mission, and programs.

2. All other offices/copies.

A. RECORD COPIES

HQ: OFFICE OF MANAGEMENT
OPERATIONS, NASA DIRECTIVES &
FEDERAL REGULATIONS (Record copy
is included in NMI, NPD/NPR System)

Formally prepared descriptions of the
responsibilities assigned to the senior
executive officers of the agency at the
division level or higher. If the

NATIONAL ARCHIVES
IN 5 YEAR BLOCKS
WHEN 20 YEARS OLD.
[DA: N1-255-94-1]

DESTROY WHEN
OBSOLETE,
SUPERSEDED, OR
WHEN NO LONGER
NEEDED.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

* PERMANENT * SEE
ITEM 72.

[DA: N1-255-94-1] (N
1-2)
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Item Name Description Retention Public Notes Content Types/Description Continued
functional statements are printed in
the Code of Federal Regulations (CFR),
they are not designated for
preservation as a separate series.
01/013.0.B FUNCTIONAL B. CENTERS * PERMANENT * SEE
STATEMENTS - Office of Primary Responsibility ABOVE.
CENTERS [DA: N1-255-94-1, 13]
Formally prepared descriptions of the
responsibilities assigned to the senior
executive officers of the agency at the
division level or higher. If the
functional statements are printed in
the Code of Federal Regulations (CFR),
they are not designated for
preservation as a separate series.
01/013.0.C FUNCTIONAL C. ALL OTHER COPIES DESTROY WHEN
STATEMENTS - OBSOLETE,
ALL OTHER Formally prepared descriptions of the ~ SUPERSEDED, OR NO
COPIES responsibilities assigned to the senior ~ LONGER NEEDED.
executive officers of the agency at the  [DA: N1-255-94-1]
division level or higher. If the [DA: N1-255-09-1]
functional statements are printed in
the Code of Federal Regulations (CFR),
they are not designated for
preservation as a separate series.
01/014.0.A TEMPORARY A. RECORDS OF AND RELATED TO * PERMANENT * [NOTE: Excluded from
COMMISSIONS, INTERAGENCY, ADVISORY, OR TRANSFER TO THE this series are:
BOARDS, INTERNATIONAL BODIES NATIONAL ARCHIVES e Records created by
COUNCILS, AND Records include those related to WHEN 20 YEARS OLD. the Inventions and
COMMITTEES establishment, organization, [DA: N1-255-94-1, 14]  Contributions Board --

membership, and governing policies,
as well as records created by the body
(e.g. agendas, minutes, final reports
and related records documenting the
accomplishments of the official boards
and committees).

(N 1-6, N 1-7, N 24-12,
N 24-13)

See Item 16 of this
Schedule.

e Groups Established
Under the Federal
Advisory Committee
Act (FACA) —See Item
20 of this Schedule.
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Item

Name

Description

Retention

Public Notes

Content Types/Description Continued

01/014.0.B.01

TEMPORARY
COMMISSIONS,
BOARDS,
COUNCILS, AND
COMMITTEES

This schedule covers records created
and maintained by temporary
commissions, board, councils and
committees (including continuing
entities governed by renewable
charters such as agency advisory
committees). In the case of
interagency bodies, this schedule
covers the records maintained by the
designated secretariat as well as
records accumulated by other
commission members.

For convenience, the term
“commission” is used in this schedule
to cover all types of temporary
organizations.

B. INTERNAL AGENCY COMMITTEES
Records of the formation,
membership, and charters of, and files
created and/or maintained by the
committee including agenda, minutes,
final reports, and related records
documenting accomplishments of the
official boards and committees.

1. Internal Agency Committees
Related to the Agency’s Mission
Committees established by agency
authority (not established by Public
Law or executive Order) for facilitative

or operational purposes, related to the

agency’s mission, composed wholly of
fulltime officers or employees of the
Federal government, and not subject
to the Federal Advisory Committee
Act, e.g. committees tasked with
reviewing policy, studying

* PERMANENT *
TRANSFER TO THE
NATIONAL ARCHIVES

WHEN 20 YEARS OLD.

[DA: N1-255-94-1]

* Routine and Ad Hoc
Conferences and
Meetings -- See ltem
19 of this Schedule.]

[NOTE: Excluded from
this series are:

¢ Records created by
the Inventions and
Contributions Board --
See Item 16 of this
Schedule.

e Groups Established
Under the Federal
Advisory Committee
Act (FACA) —See Item
20 of this Schedule.

¢ Routine and Ad Hoc
Conferences and
Meetings -- See Item
19 of this Schedule.]
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Item

Name

Description

Retention

Public Notes

Content Types/Description Continued

01/014.0.B.02

TEMPORARY
COMMISSIONS,
BOARDS,
COUNCILS, AND
COMMITTEES

reorganizations, recommending new
actions or developing multi-year plans.

This schedule covers records created
and maintained by temporary
commissions, board, councils and
committees (including continuing
entities governed by renewable
charters such as agency advisory
committees). In the case of
interagency bodies, this schedule
covers the records maintained by the
designated secretariat as well as
records accumulated by other
commission members.

For convenience, the term
“commission” is used in this schedule
to cover all types of temporary
organizations.

B. INTERNAL AGENCY COMMITTEES
Records of the formation,
membership, and charters of, and files
created and/or maintained by the
committee including agenda, minutes,
final reports, and related records
documenting accomplishments of the
official boards and committees.

2. Internal Agency Committees
Unrelated to an Agency’s Mission
Committees established by an agency
for facilitative or operational purposes
unrelated to the agency’s mission and
tasked with organizing events,
selecting of interior furnishings,
overseeing volunteer activities or
employee recreational activities. Any

DESTROY WHEN

BUSINESS USE CEASES.

[GRS 5.1-030]

[NOTE: Excluded from
this series are:

¢ Records created by
the Inventions and
Contributions Board --
See Item 16 of this
Schedule.

e Groups Established
Under the Federal
Advisory Committee
Act (FACA) —See Item
20 of this Schedule.

* Routine and Ad Hoc
Conferences and
Meetings -- See Item
19 of this Schedule.]
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Item

Name

Description

Retention

Public Notes

Content Types/Description Continued

01/014.0.C

TEMPORARY
COMMISSIONS,
BOARDS,
COUNCILS, AND
COMMITTEES

files created and/or maintained by the

committee.

This schedule covers records created
and maintained by temporary
commissions, board, councils and
committees (including continuing
entities governed by renewable
charters such as agency advisory
committees). In the case of
interagency bodies, this schedule
covers the records maintained by the
designated secretariat as well as
records accumulated by other
commission members.

For convenience, the term
“commission” is used in this schedule
to cover all types of temporary
organizations.

C. RECORDS MAINTAINED BY
INDIVIDUAL MEMBERS

This schedule covers records created
and maintained by temporary
commissions, board, councils and
committees (including continuing
entities governed by renewable
charters such as agency advisory
committees). In the case of
interagency bodies, this schedule
covers the records maintained by the
designated secretariat as well as
records accumulated by other
commission members.

For convenience, the term
“commission” is used in this schedule

DESTROY UPON
TERMINATION OF
MEMBERSHIP, OR
WHEN NO LONGER
NEEDED, WHICHEVER
IS SOONER.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

[NOTE: Excluded from
this series are:

¢ Records created by
the Inventions and
Contributions Board --
See Item 16 of this
Schedule.

e Groups Established
Under the Federal
Advisory Committee
Act (FACA) —See Item
20 of this Schedule.

* Routine and Ad Hoc
Conferences and
Meetings -- See Item
19 of this Schedule.]
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Item Name Description Retention Public Notes Content Types/Description Continued
to cover all types of temporary
organizations.

01/015.0.A.01 CONGRESSIONAL  A. Congressional Committee Files *PERMANENT*

FILES 1. Files pertaining to correspondence ~ TRANSFER TO THE
to and from Congressional NATIONAL ARCHIVES
Committees. This includes letters, 15 YEARS AFTER
hearings (including questions and CUTOFF.
material for the record), testimony, [DA: N1-255-00-6]
edited transcripts. Cutoff date is end
of Congressional session.

01/015.0.A.02.A CONGRESSIONAL A. Congressional Committee Files *PERMANENT*

FILES 2. Reports to Congress - consists of TRANSFER TO THE
statutory and other reports requested  NATIONAL ARCHIVES
by Congress pertaining to NASA 15 YEARS AFTER
activities. CUTOFF.

[DA: N1-255-00-6]
A. HQ Office of Legislative Affairs
(Office of Primary Responsibility)
Cutoff date is end of Congressional
session.
01/015.0.A.02.B CONGRESSIONAL A. Congressional Committee Files DESTROY WHEN NO

FILES 2. Reports to Congress - consists of LONGER NEEDED.
statutory and other reports requested  [DA: N1-255-00-6]
by Congress pertaining to NASA [DA: N1-255-09-1]
activities.

B. All other offices and copies.
01/015.0.B CONGRESSIONAL B. Congressional Correspondence Files DESTROY 15 YEARS
FILES Correspondence with Members of AFTER CUTOFF.

Congress concerning information
about NASA programs and projects;
includes correspondence with
Members of Congress pertaining to
constituent requests. Cutoff date is
end of Congressional session.

[DA: N1-255-00-6]
[DA: N1-255-09-1]
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Item Name Description Retention Public Notes Content Types/Description Continued
01/015.0.C CONGRESSIONAL C. Congressional Briefings RETAIN FOR ONE
FILES Briefings provided to Members of YEAR. DESTROY WHEN
Congress regarding NASA programs, NO LONGER NEEDED
projects and activities. AT THE CONCLUSION
OF THE ONE YEAR
RETENTION.
[DA: N1-255-00-6]
[DA: N1-255-09-1]
01/015.0.D CONGRESSIONAL D. Publications requests from DESTROY 1 YEAR
FILES Congressmen for copies of NASA AFTER PUBLICATION IS
publications which required no formal ~ SENT.
reply. [DA: N1-255-00-6]
[DA: N1-255-09-1]
01/015.1.A LEGISLATION A. Records accumulated in the DESTROY 15 YEARS
FILES — preparation and processing of AFTER PROPOSAL IS
PROPOSED legislation proposed by or in the ENACTED INTO LAW
interest of NASA. Includes drafts of OR IS KILLED.
legislation, reports to committees on [DA: N1-255-94-1]
introduced legislation, and comments  [DA: N1-255-09-1]
on, including coordination through
Center legal office(s) with final
submissions to Headquarters, on
legislative proposals. This series
includes case files on each proposed
item of legislation and files are kept
and maintained, and broken in this
fashion.
OPR: NASA Headquarters, Office of
Legislative Affairs
01/015.1.B LEGISLATION B. Offices providing information, DESTROY WHEN 10
FILES — feeder reports, or pertinent YEARS OLD
PROPOSED documentation to cognizant OR WHEN NO LONGER

Headquarters office concerning the
proposed legislation.

NEEDED, WHICHEVER
IS SOONER.

[DA: N1-255-94-1]
[DA: N1-255-09-1]
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Item Name Description Retention Public Notes Content Types/Description Continued
01/015.1.C LEGISLATION C. All other offices/copies. DESTROY WHEN NO
FILES — LONGER NEEDED FOR
PROPOSED REFERENCE
PURPOSES.
[DA: N1-255-94-1]
[DA: N1-255-09-1]
01/016.0.A.01 INVENTIONS AND A. Minutes of meetings of the * PERMANENT *

01/016.0.A.02

01/016.0.A.03

01/016.0.B

01/016.0.C

CONTRIBUTIONS
BOARD RECORDS
AND FILES -

HEADQUARTERS

INVENTIONS AND
CONTRIBUTIONS
BOARD RECORDS
AND FILES -
CENTERS

INVENTIONS AND
CONTRIBUTIONS
BOARD RECORDS
AND FILES - ALL
OTHER COPIES

INVENTIONS AND
CONTRIBUTIONS
BOARD RECORDS
AND FILES

INVENTIONS AND
CONTRIBUTIONS
BOARD RECORDS
AND FILES

Inventions and Contributions Board.
1. Record copy.
HQ: BOARD OF CONTRACT APPEALS

A. Minutes of meetings of the
Inventions and Contributions Board.
2. Centers.

Monetary Awards Only (Significant).

A. Minutes of meetings of the
Inventions and Contributions Board.
3. All other copies.

B. Copies of documents/records
created by the Board that are
maintained at centers or by Board
members.

C. Alphabetical files, by contributor,
on contributions NOT considered for
award; files include correspondence,
evaluations, and all related
papers/records.

TRANSFER TO THE
NATIONAL ARCHIVES
WHEN 5 YEARS OLD.
[DA: N1-255-94-1]

RECORDS ARE
SUBMITTED TO

NASA HQ BY
COGNIZANT TU
PROGRAM OR PATENT
PROGRAM AS
APPLICABLE.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY WHEN NO
LONGER NEEDED.
[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY WHEN NO
LONGER NEEDED.
[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY WHEN 23
YEARS OLD.

[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
13-17)
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Item Name Description Retention Public Notes Content Types/Description Continued
01/016.0.D INVENTIONS AND D. Alphabetical files, by contributor, DESTROY WHEN 22
CONTRIBUTIONS  on contributions considered for award; YEARS OLD.
BOARD RECORDS files include correspondence, [DA: N1-255-94-1]
AND FILES evaluations, recommendations by the  [DA: N1-255-09-1]
Inventions and Contributions Board (N 13-17)
and the Administrator Board and the
Administrator and all related
records/documentation.
01/016.0.E INVENTIONS AND E. Denied Award Hearings Files. Case DESTROY 25 YEARS
CONTRIBUTIONS files on hearings evolving from denied ~ AFTER CASE IS
BOARD RECORDS awards from the Inventions and CLOSED.

01/016.0.F.01

01/016.0.F.02

01/017.0

AND FILES

INVENTIONS AND
CONTRIBUTIONS
BOARD RECORDS
AND FILES

INVENTIONS AND
CONTRIBUTIONS
BOARD RECORDS
AND FILES

NASA BOARD OF
CONTRACT
APPEALS CASE
FILES—
GOVERNMENT
COUNSEL'S CASE
FILES

Contributions Board.

F. Award case files/applications that
have been microfilmed.
1. Paper Records.

F. Award case files/applications that
have been microfilmed.
2. Microfilm/microfiche Records.

Appeals before the NASA Board of
Contract Appeals consisting of Notices
of Appeal, complaint, answer and/or

motion, correspondence, transcripts of

proceedings before the Board,
exhibits, briefs in support of the
parties positions taken under the
disputes clause of a NASA contract,
and Board decisions, together with

[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
13-18)

DESTROY WHEN
MICROFILM/MICROFI
CHE HAS BEEN
VERIFIED.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY WHEN NO
LONGER NEEDED OR
WHEN 25 YEARS OLD
WHICHEVER IS
SOONER.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

CUTOFF AFTER BOARD
HAS RENDERED ITS
DECISION OR CASE IS
SETTLED. DESTROY
WHEN 6 YEARS OLD.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
13-22)
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working papers of the trial attorney
charged with representing NASA
before the Board.
01/018.0.B BOARD OF B. Cases in which the Board rendered = CUTOFF AFTER YEAR
CONTRACT a decision. IN WHICH DECISION
APPEALS CASE WAS RENDERED.
FILES Records of appeals of NASA DESTROY WHEN 11
contractors under the disputes clause ~ YEARS OLD.
of a NASA contract, including findings [DA: N1-255-94-1]
and final decisions of NASA contracting [DA: N1-255-09-1] (N
officers, pleadings, transcripts of 17-49)
hearings, briefs, exhibits, and related
correspondence, memoranda, working
papers, Board decisions, and other
related papers/documentation.
01/018.0.C BOARD OF C. Records created after September DESTROY 1 YEAR
CONTRACT 30, 1979. Cases in which the appeal AFTER FINAL ACTION
APPEALS CASE was withdrawn or settled. ON DECISION.
FILES [GRS 3-15b]
Records of appeals of NASA
contractors under the disputes clause
of a NASA contract, including findings
and final decisions of NASA contracting
officers, pleadings, transcripts of
hearings, briefs, exhibits, and related
correspondence, memoranda, working
papers, Board decisions, and other
related papers/documentation.
01/019.0 SYMPOSIA AND Files (including invitations, attendance DESTROY WHEN 5
CONFERENCE records, agenda, minutes, reports, YEARS OLD.
FILES — etc.) of routine and ad hoc [DA: N1-255-94-1]
MANAGEMENT conferences and meetings, such as [DA: N1-255-09-1]

meetings of non-project working
groups and task groups, included are
staff meetings related largely to
administrative matters.

(N 1-39, N 24-14)
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01/020.0.A FEDERAL A. SUBSTANTIVE COMMITTEE *PERMANENT* Note: Sponsoring agency head’s determination that a
ADVISORY RECORDS (NON-GRANT REVIEW TRANSFER TO THE agencies need to meeting may be closed to the public;
COMMITTEE COMMITTEES) NATIONAL ARCHIVES  designate the agendas; any other materials that
RECORDS WHEN RECORDS ARE recordkeeping copy of  document the organization and functions

Records documenting the
establishment and formation of
committees and their significant
actions and decision. Refer to agency
administrative procedures to ascertain
if these records are held by the CMO,
GFO, or DFO. Only one copy of each
record is considered permanent. Not
all records described below are
necessarily created for all committees.

Records may include:

e Records related to the establishment
of the committee

e Records related to committee
membership

e Records of committee meetings and
hearings

e Records related to committee
findings and recommendations

e Records created by committee
members

o correspondence documenting
discussions, decision, or actions
related to the work of the committee
(excluding administrative or logistical
matters), including electronic mail,
exchanged between one or more
committee members and/or agency
committee staff (such as the
Designated Federal Officer)

e Records related to research collected
or created by the committee

15 YEARS OLD OR
UPON TERMINATION
OF THE COMMITTEE.
WHICHEVER IS
SOONER.

[GRS 6.2-010]

permanent committee
records. Only one copy
of the records should
be the official
recordkeeping copy
that is transferred to
the National Archives.
Committee records
should be arranged by
committee, not by the
type of records (e.g.
the National Archives
should not receive a
collection of charters
for multiple
committees; original
charters should be
transferred with the
other permanent
records related to the
committee, regardless
of where they are
maintained).

of the committee and it components;
appointment letters, and all sub-categories
of appointment letters, such as renewals,
thank you letters, etc.; background
materials; briefing materials; charters
(original, renewal, re-establishment, and
amended); committee presentations or
briefings of findings; committee specific
bylaws, standard operating procedures, or
guidelines; decision documents; enacting
legislation; explanation of committee need,
when required; filing letters to congress;
materials presented to or prepared by or
for the committee, such as briefing books,
background materials, reports (including
drafts), and presentations; meeting
minutes; membership; membership
balance plans; membership rosters; memos
or similar documentation of how and/or
why individual members were selected;
one copy each of final reports, memoranda,
letters to agency, studies, and pamphlets
produced by or for the committee;
organization charts; public comments; raw
data files created in connection with
research studies and other projects where
the information has been consolidated or
aggregated for analyses, reports, or
studies; records relating to research studies
and other projects, including unpublished
studies, reports, and research materials
(may include electronic data); reports;
resignation or termination letters;
responses from agency to committee
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e Documentation of advisory
committee subcommittees (i.e.,
working groups, or other subgroups):
o records relating to the formation of
the subcommittee or working group, if
they exist

o records that document the activities
of subcommittees that support their
reports and recommendations to the
chartered or parent committee.

e Records related to committee
termination (i.e., email, letter, memo,
etc.).

e Other records documenting
decisions, discussions, or actions
related to the work of a committee,
including information on committee
websites not captured elsewhere in
committee records.

This schedule covers Federal records
created or received by Federal
advisory committees and their
subgroups pursuant to the Federal
Advisory committee Act (FACA) of
1972 (5 U.S.C., Appendix, as amended)
and records related to the
management of these committees by
their sponsoring agencies of
departments.

If a committee is a Presidential
advisory committee, check with the
agency’s General Counsel before
applying this schedule. If records are
determined to fall under the
Presidential Records Act, this schedule
does not apply.

regarding recommendations; statement of
purpose or other documentation of duties
and responsibilities; substantive
correspondence, including electronic mail,
exchanged between one or more
subcommittee members, and other party
that involves the work of the
subcommittee, and/or agency committee
staff (such as the Designated Federal
Officer); testimony received during
hearings; transcripts; transcripts of
meetings and hearings (note: if transcripts
do not exist, audio/visual recordings are
permanent under item b
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01/020.0.B

FEDERAL
ADVISORY
COMMITTEE
RECORDS

For convenience, the term
“committee” is used in this schedule to
mean “advisory committee” pursuant
to FACA.

Exclusion: this item does not include
records of committees whose sole
purpose is grant review. Those records
are covered in item C below.)

B. SUBSTANTIVE AUDIOVISUAL PERMANENT.

RECORDS (NON-GRANT REVIEW TRANSFER TO THE

COMMITTEES) NATIONAL ARCHIVES
WHEN RECORDS ARE

This schedule covers Federal records 3 YEARS OLD OR

created or received by Federal UPON TERMINATION

advisory committees and their OF COMMITTEE,

subgroups pursuant to the Federal WHICHEVER IS

Advisory committee Act (FACA) of SOONER.

1972 (5 U.S.C., Appendix, as amended) [GRS 6.2-020]

and records related to the

management of these committees by

their sponsoring agencies of

departments.

If a committee is a Presidential
advisory committee, check with the
agency’s General Counsel before
applying this schedule. If records are
determined to fall under the
Presidential Records Act, this schedule
does not apply.

For convenience, the term
“committee” is used in this schedule to
mean “advisory committee” pursuant
to FACA.

audiotapes, videotapes, and/or other
recordings of meetings and hearings not
fully transcribed; captioned formal and
informal analog or digital photographs, and
any related finding aids, of committee
members and staff, meetings, or hearings;
posters (2 copies) produced by or for the
committee
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Exclusion: This item does not include
records of committees whose sole
purpose is grant review which are
covered by item C of this schedule.
01/020.0.C FEDERAL C. GRANT REVIEW COMMITTEE TEMPORARY. Note: If the committee audiotapes, videotapes, and/or other
ADVISORY RECORDS DESTROY UPON performs additional recordings of meetings and hearings not
COMMITTEE Committee establishment, TERMINATION OF functions or activities fully transcribed; captioned formal and
RECORDS membership, and meeting records COMMITTEE. other than review for informal analog or digital photographs, and

related to FACA committees whose
only activity is review of grant
proposals. (See item A above for
further definition of committee
records.) This also includes digital and
analog recordings of meetings,
photographs, posters and other
audiovisual materials.

This schedule covers Federal records
created or received by Federal
advisory committees and their
subgroups pursuant to the Federal
Advisory committee Act (FACA) of
1972 (5 U.S.C., Appendix, as amended)
and records related to the
management of these committees by
their sponsoring agencies of
departments.

If a committee is a Presidential
advisory committee, check with the
agency’s General Counsel before
applying this schedule. If records are
determined to fall under the
Presidential Records Act, this schedule
does not apply.

For convenience, the term
“committee” is used in this schedule to

[GRS 6.2-030]

grants, it should apply
the items for all other
FACA committee
records.

any related finding aids, of committee
members and staff, meetings, or hearings;
posters (2 copies) produced by or for the
committee
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mean “advisory committee” pursuant
to FACA.
01/020.0.D FEDERAL D. COMMITTEE ACCOUNTABILITY DESTROY WHEN 6 Note: Forms filed committee member payments; contractor
ADVISORY RECORDS YEARS OLD. under the Ethics in costs; federal Register notice costs;
COMMITTEE Records that document financial and [GRS 6.2-040 Government Act are meeting room costs; travel costs
RECORDS ethics accountability, such as records scheduled in NRRS
documenting financial expenditures 1/133, Ethics Program
associated with the functioning of the Files. These forms may
committee and financial disclosure and apply to committee
conflict of interest documents. members designated
as special Government
This schedule covers Federal records employees (SGEs).

created or received by Federal
advisory committees and their
subgroups pursuant to the Federal
Advisory committee Act (FACA) of
1972 (5 U.S.C., Appendix, as amended)
and records related to the
management of these committees by
their sponsoring agencies of
departments.

If a committee is a Presidential
advisory committee, check with the
agency’s General Counsel before
applying this schedule. If records are
determined to fall under the
Presidential Records Act, this schedule
does not apply.

For convenience, the term
“committee” is used in this schedule to
mean “advisory committee” pursuant
to FACA.

Exclusion: Forms filed under the Ethics
in Government Act (see note).
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01/020.0.E FEDERAL E. NON-SUBSTANTIVE COMMITTEE TEMPORARY. Note 1: Consult with Audiotapes and videotapes of committee
ADVISORY RECORDS DESTROY WHEN the appropriate agency meetings and hearings that have been fully
COMMITTEE Records related to specific committees SUPERSEDED, staff (i.e., records transcribed or that were created explicitly
RECORDS that are of an administrative nature or  OBSOLETE, NO officials, general for the purpose of creating detailed
are duplicative of information LONGER NEEDED, OR  counsel) to ensure the  meeting minutes (once the minutes are
maintained elsewhere. UPON TERMINATION records designated in created); Drafts and copies of Federal
OF THE COMMITEE, this category are Register notices; member credentials
This schedule covers Federal records WHICHEVER IS accurately designated (resumes or biographies); member files
created or received by Federal SOONER. as administrative. (personnel-type records); Non-substantive
advisory committees and their [GRS 6.2-050] committee membership records, including:
subgroups pursuant to the Federal Note 2: Records on resumes, curriculum vitae, or biographical
Advisory committee Act (FACA) of agency websites that information for individuals who are
1972 (5 U.S.C., Appendix, as amended) are duplicative of considered or nominated for a committee
and records related to the records maintained but are never appointed or invited to serve
management of these committees by elsewhere and that are  on a committee; Non-substantive web
their sponsoring agencies of not designated as the content; Photographs of committee social
departments. recordkeeping copy functions, routine award events, and other
may be destroyed non-mission-related activities; Public
If a committee is a Presidential subject to NRRS 2/13. requests for information; Records relating
advisory committee, check with the to logistical or administrative aspects of
agency’s General Counsel before committee meetings and activities such as
applying this schedule. If records are meeting location and access, phone line or
determined to fall under the internet connections, IT support concerns,
Presidential Records Act, this schedule etc.; Routine correspondence (including
does not apply. intra-agency, with committee members, or
the public) regarding logistics (e.g., agenda
For convenience, the term planning, meeting arrangements,
“committee” is used in this schedule to administrative issues)
mean “advisory committee” pursuant
to FACA.
01/020.0.F FEDERAL F. COMMITTEE MANAGEMENT TEMPORARY. Note: This item does Agency guidelines; Annual reports to the
ADVISORY RECORDS DESTROY WHEN 3 not apply to the Library of Congress describing the agency’s
COMMITTEE Records created and/or maintained by  YEARS OLD, 3 YEARS reporting database or ~ compliance with the Government in the
RECORDS Committee Management Officers AFTER SUBMISSION records maintained by  Sunshine Act; Copies of records about

(CMOs) and their staff related to the
overall management of committees for
an agency. These records may pertain
to specific committees or to the

OF REPORT, OR 3
YEARS AFTER
SUPERSEDED OR

the General Services
Administration (GSA)
Committee
Management

committees maintained for reporting
purposes; Financial operating plans and
final cost accountings; Information
provided to GSA Secretariat for annual
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01/021.0.A

01/021.0.B

01/022.0.A.01

SPECIAL
PRIORITIES
ASSISTANCE FILES

SPECIAL
PRIORITIES
ASSISTANCE FILES

RECORDS OF
MANAGEMENT

committee management function in
general.

This schedule covers Federal records
created or received by Federal
advisory committees and their
subgroups pursuant to the Federal
Advisory committee Act (FACA) of

1972 (5 U.S.C., Appendix, as amended)

and records related to the

management of these committees by

their sponsoring agencies of
departments.

If a committee is a Presidential
advisory committee, check with the
agency’s General Counsel before

applying this schedule. If records are

determined to fall under the

Presidential Records Act, this schedule

does not apply.

For convenience, the term

“committee” is used in this schedule to
mean “advisory committee” pursuant

to FACA.

A. OFFICE OF PRIMARY
RESPONSIBILITY

Records used in requesting,
coordinating, and granting priorities.

B. ALL OTHER OFFICES/COPIES
Records used in requesting,
coordinating, and granting priorities.

A. Records created and received in
any and all media that substantially

OBSOLETE, AS
APPROPRIATE.
[GRS 6.2-060]

DESTROY WHEN 10
YEARS OLD.

[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
17-18)

DESTROY WHEN 2
YEARS OLD.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

* PERMANENT *

Secretariat for
oversight purposes.

Note 1: Records
described by items 22A

comprehensive reviews; Requests for
approval of committee nominees;
Statistical data files and reports
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01/022.0.A.02

RECORDS OF
MANAGEMENT

document the development and
management of NASA policy,
operations, and programs. Often
arranged as general subject files, they
typically include briefings; reports;
presentations; studies; substantive
correspondence, and informal notes;
and other records that respond to and
decide matters affecting the office’s
operation and guidance. Also included
are calendars, appointment books,
schedules, logs, diaries, and journals
that document appointments,
telephone calls, conferences,
meetings, trips, and other activities
and communications while serving in
an official capacity. These records
document substantive work carried on
by the office. [Program and Project
Managers see Note 1.]

1. Administrator, Center Directors,
their deputies and associates who help
execute the functions of the
Administrator and Center Directors;
and heads of Agency or Center Mission
Directorates or other direct mission
support offices.

Records created and received by NASA
management not included in a specific
case file (see Note 1).

A. Records created and received in
any and all media that substantially
document the development and
management of NASA policy,
operations, and programs. Often
arranged as general subject files, they

CUT OFF AT END OF
FISCAL OR CALENDAR
YEAR. TRANSFER TO
THE NATIONAL
ARCHIVES IN 5 YEAR
BLOCKS WHEN 10
YEARS OLD.

[DA: N1-255-94-1] (N
1-1)

TEMPORARY.

CUT OFF AT END OF
FISCAL OR CALENDAR
YEAR. DESTROY OR
DELETE BETWEEN 5
AND 15

that are specific to
individual programs or
projects are covered by
Schedule 8, items 101-
117.

Note 2: Other general
records—transitory
files, suspense files,
etc.—are covered by
Schedule 1, item 78.

Note 1: Records
described by items 22A
that are specific to
individual programs or
projects are covered by
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01/022.0.A.03

RECORDS OF
MANAGEMENT

typically include briefings; reports;
presentations; studies; substantive
correspondence, and informal notes;
and other records that respond to and
decide matters affecting the office’s
operation and guidance. Also included
are calendars, appointment books,
schedules, logs, diaries, and journals
that document appointments,
telephone calls, conferences,
meetings, trips, and other activities
and communications while serving in
an official capacity. These records
document substantive work carried on
by the office. [Program and Project
Managers see Note 1.]

2. Heads of all other offices
(functional offices concerned with
Agency or Center infrastructure and
administration) such as CIO, CFO,
Human Capital, Facility Operations
organizations, etc.

Records created and received by NASA
management not included in a specific
case file (see Note 1).

A. Records created and received in
any and all media that substantially
document the development and
management of NASA policy,
operations, and programs. Often
arranged as general subject files, they
typically include briefings; reports;
presentations; studies; substantive
correspondence, and informal notes;
and other records that respond to and
decide matters affecting the office’s

YEARS AFTER CUTOFF.
[DA: N1-255-06-1]

NON-RECORD.
DESTROY WHEN

NO LONGER NEEDED.
[DA: N1-255-06-1]

Schedule 8, items 101-
117.

Note 2: Other general
records—transitory
files, suspense files,
etc.—are covered by
Schedule 1, item 78.

Note 1: Records
described by items 22A
that are specific to
individual programs or
projects are covered by
Schedule 8, items 101-
117.

Note 2: Other general
records—transitory
files, suspense files,
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01/022.0.B

RECORDS OF
MANAGEMENT

operation and guidance. Also included
are calendars, appointment books,
schedules, logs, diaries, and journals
that document appointments,
telephone calls, conferences,
meetings, trips, and other activities
and communications while serving in
an official capacity. These records
document substantive work carried on
by the office. [Program and Project
Managers see Note 1.]

3. All other copies of records
described in A above.

Records created and received by NASA
management not included in a specific
case file (see Note 1).

B. EMAIL OF CAPSTONE OFFICIALS
Email of Capstone Officials, whether
sent/received through their user name
or nickname email addresses (e.g.
fname.lname@nasa.gov), functional
position email account (e.g. agency-
administrator@mail.nasa.gov), or
other agency-administered email
account including an account managed
by staff on behalf of the official (based
on an individual’s name, title, a group,
or a specific program function),
Capstone officials are those whose
positions are approved as such by
NARA and include:

® management positions described in
item A.1 above

e principal operating management
positions (e.g. Chief Information
Officer, Chief Financial

PERMANENT. CUT
OFF IN ACCORDANCE
WITH AGENCY’S
BUSINESS NEEDS.
TRANSFER TO NARA
15-25 YEARS AFTER
CUTOFF, OR AFTER
DECLASSIFICATION
REVIEW (WHEN
APPLICABLE),

WHICHEVER IS LATER.

[GRS 6.1-010]

etc.—are covered by
Schedule 1, item 78.

Note 1: Email that
conducts official
Agency business sent
from or received by
personal or non-official
email accounts
constitutes federal
records. The employee
must forward a
complete copy of such
records to his/her
official NASA electronic
messaging account no
later than 20 days after
the original creation or
transmission of the
record.
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Officer)
e positions of those routinely providing
advice and oversight to the agency
e roles and positions not represented
above that are filled by Presidential
Appointment with
Senate Confirmation (PAS positions)
¢ those serving longer than 60 days in
an acting capacity for any of the above
positions
Records created and received by NASA
management not included in a specific
case file (see Note 1).
01/026.5.A QUALITY A. Files related to the status and DESTROY WHEN 7 Note: For inputs into,
MANAGEMENT overall effectiveness of the YEARS OLD. outputs from, and
FILES Management Systems /external [DA: N1-255-99-3] documentation of,
certification programs at the NASA [DA: N1-255-09-1] Quality Management
installations. Records include, but are e-systems, see
not limited to audits, oversight of Schedule 2, the
corrective actions, management following items as
review activities, quality system appropriate: 15.A and
metrics/evaluations, and 15.B (inputs), 15.D,
correspondence with external 15.E and 15.F
auditors. (outputs), and 14.D.3
(documentation).
This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.
(For Quality Assurance records related
to NASA Programs & Projects, see
NRRS Schedule 8.)
01/026.5.B QUALITY B. Records related to improvement of DESTROY WHEN 5 Note: For inputs into,
MANAGEMENT management and quality processes YEARS OLD. outputs from, and
FILES and activities throughout the Agency [N1-255-10-2] documentation of,
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and not covered elsewhere in these Quality Management
schedules. Records include, but are e-systems, see
not limited to, reports of quality Schedule 2, the
issues, customer/constituent following items as
feedback, surveys and survey appropriate: 15.A and
responses, and 15.B (inputs), 15.D,
documentation/tracking of quality 15.E and 15.F
issue corrective actions. (outputs), and 14.D.3

(documentation).

This schedule item and sub-items

cover records in all media and formats,

including those maintained on NASA

owned and operated Web sites.

(For Quality Assurance records related

to NASA Programs & Projects, see

NRRS Schedule 8.)

01/026.5.C QUALITY C. All copies of records described in  DELETE/DESTROY Note: For inputs into,

MANAGEMENT A and B. WHEN NO LONGER outputs from, and
FILES NEEDED. documentation of,

This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.

[N1-255-10-2]

(For Quality Assurance records related
to NASA Programs & Projects, see
NRRS Schedule 8.)

A. Files related to the status and
overall effectiveness of the
Management Systems /external
certification programs at the NASA
installations. Records include, but are
not limited to audits, oversight of
corrective actions, management
review activities, quality system
metrics/evaluations, and

Quality Management
e-systems, see
Schedule 2, the
following items as
appropriate: 15.A and
15.B (inputs), 15.D,
15.E and 15.F
(outputs), and 14.D.3
(documentation).
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correspondence with external
auditors.
B. Records related to improvement of
management and quality processes
and activities throughout the Agency
and not covered elsewhere in these
schedules. Records include, but are
not limited to, reports of quality
issues, customer/constituent
feedback, surveys and survey
responses, and
documentation/tracking of quality
issue corrective actions.
01/033.0 INTERNATIONAL  Correspondence with private DESTROY 2 YEARS
CORRESPONDENC individuals outside of the U.S. AFTER RESPONSE TO
E requesting information or publications. REQUEST.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
1-11)
01/034.0 INTERNATIONAL  Case files on NASA international * PERMANENT *
ACTIVITIES FILES  activities; includes correspondence, TRANSFER TO THE
reports, agreements, and all related NATIONAL ARCHIVES
papers. WHEN ACTIVITY
CEASES, OR WHEN 30
YEARS OLD.
[DA: N1-255-94-1] (N
1-10)
01/036.0 VISITOR OPINION  Forms completed by visitors to centers DESTROY 6 MONTHS
CARDS showing their opinion of the facilities. = AFTER VISIT.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
19-20)
01/037.0.A COMMUNITY A. Documentation showing the DESTROY WHEN 5 SORN - NASA 10GOS

RELATIONS FILES

development, maintenance, and

YEARS OLD.
[DA: N1-255-94-1]
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improvement of relations between [DA: N1-255-09-1] (N
NASA and the community. 19-19)
GSFC: These are meetings between
local leaders in business/political areas
to show/demonstrate what GSFC is
doing in the local community, rotary
clubs, Chamber of Commerce, etc.
01/037.0.B COMMUNITY B. Records relating to speeches, tours, DESTROY WHEN 2
RELATIONS FILES  personal appearances, and other such  YEARS OLD.
routine activities. [DA: N1-255-94-1]
[DA: N1-255-09-1] (N
19-19)
01/038.0.A STATISTICAL A. HQ: PUBLIC AFFAIRS (OPR) DESTROY WHEN 5
REPORTS FILES - YEARS OLD.
HEADQUARTERS  Statistics regarding public affairs [DA: N1-255-94-1]
activities of Centers for use in [DA: N1-255-09-1] (N
compiling semiannual report, including  19-8)
statistics regarding dissemination of
publications and number of
publications in stock.
01/038.0.B STATISTICAL B. CENTERS: Office of Primary DESTROY WHEN 3
REPORTS FILES-  Responsibility YEARS OLD.
CENTERS [DA: N1-255-94-1]
Statistics regarding public affairs [DA: N1-255-09-1] (N
activities of Centers for use in 19-8)
compiling semiannual report, including
statistics regarding dissemination of
publications and number of
publications in stock.
01/038.0.C STATISTICAL C. ALL OTHER OFFICES/COPIES DESTROY WHEN 1
REPORTS FILES - YEAR OLD
ALL OTHER Statistics regarding public affairs OR WHEN NO LONGER

OFFICES/COPIES

activities of Centers for use in
compiling semiannual report, including
statistics regarding dissemination of

NEEDED, WHICHEVER
IS SOONER.
[DA: N1-255-94-1]
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publications and number of [DA: N1-255-09-1] (N
publications in stock. 19-8)
01/038.3 ROUTINE MEDIA  Records of interactions with the press  DESTROY WHEN NO copies or articles created by the agency for
RELATIONS or media that contain duplicate, LONGER NEEDED FOR publication in news media; daily or spot
RECORDS minimal, or limited information. BUSINESS USE. news recordings or videos available to local
[GRS 6.4-040] radio and tv stations; notices or
announcements of media events; public
service announcements; requests and
responses for information and assistance
for media stories; requests and responses
for interviews
01/038.4 PUBLIC AFFAIRS Records that feed into development of TEMPORARY. Note 1: Agencies must  bibliographies, checklists, and indexes of

PRODUCT
DEVELOPMENT
FILES

speeches, publications, educational
materials, audiovisual materials
including posters, public conferences
and other public outreach materials,
including but not limited to the
records listed in Content Type.

DESTROY WHEN NO
LONGER NEEDED FOR
BUSINESS USE.

GRS 6.4-030
DAA-GRS-2016-0005-
0003

offer any cartographic
and aerial
photographic records
created before January
1, 1950, to the National
Archives and Records
Administration (NARA)
before applying this
disposition authority.
Note 2: Now-obsolete
forms of printing
production materials
(e.g., line and halftone
negatives, screened
paper prints, and offset
lithographic plates),
line copies of graphs
and charts, as well as
cartographic records
prepared during
Intermediate stages of
publication that may
be found in older
project files are

agency publications and releases (see
Exclusion 4); broadcast productions;
clearances related to release of products
(see Exclusion 5 and 6); copies of records
used for reference in preparing products;
drafts and working copies (see Exclusion 3);
marketing research; news clippings;
preparatory or preliminary artwork or
graphics; printers galleys; research notes
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temporary under this
item.

Exclusion 1: Final
products such as
speeches, publications,
educational materials,
agency histories,
mission-related
audiovisual materials
including posters,
conference and public
outreach materials. See
appropriate NRRS, if no
schedule, agency must
schedule these records
on an agency-specific
schedule.

Exclusion 2: This item
does not include
unique collections of
records or original
materials (such as
interviews or oral
histories) the agency
assembles for research
or final product
development purposes.
These records may
have permanent value
and the agency should
schedule them on an
agency-specific
schedule.

Exclusion 3: This item
does not include
working papers or files
that propose and
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01/039.0.A

NASA PERIODIC
INFORMATION

A. Record Copy.

*PERMANENT*

evaluate options or
alternatives and their
implications in the
development of high-
level policies and
decisions or that
document findings or
support
recommendations.
Exclusion 4: This item
does not include
bibliographies,
checklists or indexes
relating to records
scheduled as
permanent, such as
permanent
publications.
Exclusion 5: Records
relating to obtaining
approval or clearance
for releasing
information from other
agencies or outside
organizations, such as
foreign governments,
must be scheduled on
an agency specific
schedule.

Exclusion 6: This item
does not cover
clearances for release
of information related
to declassification
review.
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SERIES - HOUSE Periodic newsletter, bulletins, or TRANSFER ONE COPY
ORGANS similar types of official Center OF EACH ISSUE TO
publications that contain information THE NATIONAL
relating to Center facilities, operations, ARCHIVES ANNUALLY
significant projects, mission IN ONE-
development, personnel, social fabric,  YEAR BLOCKS AT THE
and any other information of interest END OF EACH
to NASA employees. CALENDAR YEAR. IFIN
ELECTRONIC FORMAT,
TRANSFER IN
ACCORDANCE WITH
36 CFR 1228.270 AND
CURRENT NARA
GUIDANCE.
[DA: N1-255-05-01]
01/039.0.B NASA PERIODIC B. Center Archives Copy. TEMPORARY.
INFORMATION TRANSFER A SECOND
SERIES - HOUSE Periodic newsletter, bulletins, or COPY OF EACH ISSUE
ORGANS similar types of official Center TO LOCAL CENTER
publications that contain information HISTORY OFFICE.
relating to Center facilities, operations, DESTROY WHEN NO
significant projects, mission LONGER NEEDED.
development, personnel, social fabric, [DA: N1-255-05-01]
and any other information of interest [DA: N1-255-09-1]
to NASA employees.
01/039.0.C NASA PERIODIC C. Hard copy originals used to create TEMPORARY.
INFORMATION imaged record copy on electronic DESTROY/DELETE
SERIES - HOUSE media. AFTER VERIFICATION
ORGANS OF ELECTRONIC

Periodic newsletter, bulletins, or
similar types of official Center
publications that contain information
relating to Center facilities, operations,
significant projects, mission
development, personnel, social fabric,
and any other information of interest
to NASA employees.

RECORD COPY.
[DA: N1-255-05-01]
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01/040.0 BIOGRAPHICAL Current biographical information RECORDS ARE SORN - NASA 10BRPA
RECORDS FOR about principal and prominent MAINTAINED AS LONG
PUBLIC AFFAIRS management and staff officials, AS THERE IS
program and project managers, POTENTIAL PUBLIC
scientists, engineers, speakers, other INTEREST IN THEM
selected employees, involved in AND ARE DISPOSED
newsworthy activities, and other OF WHEN NO LONGER
participants in agency programs, with REQUIRED.
a recent photograph when available. [DA: N1-255-94-1]
Data items are those generally [DA: N1-255-09-1]
required by NASA or the news media
in preparing news or feature stories
about the individual and/or the
individual's activity with NASA.
01/041.0 AUDIENCE AUDIENCE REPORT FORMS DESTROY WHEN 2
REPORT FORMS YEARS OLD.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
19-11)
01/042.0 ACCESS AND Case files created in response to DESTROY 6 YEARS Note 1: Record copies  SORN - 10FOIA
DISCLOSURE requests for information under the AFTER FINAL AGENCY  of requested records

REQUEST FILES

Freedom of Information Act (FOIA),
Mandatory Declassification Review
(MDR) process, Privacy Act (PA),
Classification Challenge, and similar
access programs, and completed by
e granting the request in full

e granting the request in part

e denying the request for any reason
including:

o inability to fulfill request because
records do not exist

o inability to fulfill request because
request inadequately describes
records

ACTION OR 3 YEARS
AFTER FINAL
ADJUDICATION BY THE
COURTS, WHICHEVER
IS LATER.

[GRS 4.2-020]

remain covered by
their original disposal
authority, but if
disposable sooner than
their associated
access/disclosure case
file, may be retained
under this item for
disposition with that
case file.

Note 2: Agencies may
wish to retain redacted
copes of requested
records for business
use after the rest of
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o inability to fulfill request because the associated request
search or reproduction fees are not case file is destroyed.
paid
e final adjudication on appeal to any of
the above original settlements
e final agency action in response to
court remand on appeal
Includes:

e requests (either first-party or third-
party)

e replies

e copies of requested records

e administrative appeals

e related supporting documents (such
as sanitizing instructions)

01/043.0 PRIVACY ACT Files relating to an individual's request DESTROY WITH THE agency justification for refusal to amend a
AMENDMENT to amend a record pertaining to that RECORDS FOR WHICH record; appeals; copies of agency’s replies;
CASE FILES individual under 5 U.S.C. 552a(d)(2); to AMENDMENT WAS related materials; requests to amend and

the individual's request for review of RQUESTED OR 4 to review refusal to amend; statement of
an agency's refusal to amend a record  YEARS AFTER CLOSE disagreement
under 5 U.S.C. 552a(d)(3), and to any OF CASE (FINAL
civil action or appeal brought by the DETERMINATION BY
individual against the refusing agency = AGENCY OR FINAL
under 5 U.S.C. 552a(g). ADJUDICATION,
WHICHEVER APPLIES),
WHICHEVER IS LATER.
[GRS 4.2-090]

01/044.0 PRIVACY ACT Files maintained under the provisions  DISPOSE OF IN date of disclosure; explanations of the
ACCOUNTING OF of 5 U.S.C. 552a(c) for an accurate ACCORDANCE WITH purpose for the request; forms with the
DISCLOSURE accounting of the date, nature, and THE APPROVED subject individual's name; proof of subject
FILES purpose of each disclosure of a record  DISPOSITION individual's consent; records of the

to any person or to another agency. INSTRUCTIONS FOR requestor's name and address
THE RELATED SUBJECT
INDIVIDUAL'S

RECORDS, OR 5 YEARS
AFTER THE
DISCLOSURE FOR
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WHICH THE
ACCOUNTABILITY WAS
MADE, WHICHEVER IS
LATER.
[GRS 4.2-050]
01/044.2.A ERRONEQOUS A. Records filed with the record- FOLLOW THE all related supporting documents; copies of
RELEASE keeping copy of the erroneously DISPOSITION replies; requests for information
RECORDS released records. INSTRUCTIONS
APPROVED FOR THE
Files relating to the inadvertent RELEASED RECORD
release of privileged information to COPY OR DESTROY 6
unauthorized parties, containing YEARS AFTER THE
information the disclosure of which ERRONEOUS RELEASE,
would constitute an unwarranted WHICHEVER IS LATER.
invasion of personal privacy. [GRS 4.2-060]
May include:
e official copy of records request or
copies
01/044.2.B ERRONEOQOUS B. Records filed separately from the DESTROY 6 YEARS all related supporting documents; copies of
RELEASE record-keeping copy of the released AFTER THE replies; requests for information
RECORDS records. ERRONEOQOUS RELEASE.
[GRS 4.2-061]
Files relating to the inadvertent
release of privileged information to
unauthorized parties, containing
information the disclosure of which
would constitute an unwarranted
invasion of personal privacy.
May include:
e official copy of records request or
copies
01/044.5 PERSONALLY System-generated or hardcopy print- DESTROY WHEN 90
IDENTIFIABLE outs generated for business purposes ~ DAYS OLD OR NO
INFORMATION that contain personally identifiable LONGER NEEDED
EXTRACTS information. PURSUANT TO
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SUPERVISORY
Legal citation: OMB M-07-16 (May 22, AUTHORIZATION,
2007), Attachment 1, Section C, bullet ~ WHICHEVER IS
“Log and Verify.” APPROPRIATE.
[GRS 4.2-130]
01/044.6 PERSONALLY Logs that track the use of PIl extracts DESTROY WHEN
IDENTIFIABLE by authorized users, containing some BUSINESS USE CEASES.
INFORMATION or all of: date and time of extract, [GRS 4.2-140]
EXTRACT LOGS name and component of information
system from which data is extracted,
user extracting data, data elements
involved, business purpose for which
the data will be used, length of time
extracted information will be used.
Also includes (if appropriate):
justification and supervisory
authorization for retaining extract
longer than 90 days, and anticipated
disposition date.
01/044.7.A ANALYZING A. PRIVACY THRESHOLD ANALYSES DESTROY 3 YEARS
PERSONALLY (PTAs) and INITIAL PRIVACY AFTER ASSOCIATED
IDENTIFIABLE ASSESSMENTS (IPAs) PIA IS PUBLISHED OR
INFORMATION Records of research on whether an DETERMINATION

(P11

agency should conduct a Privacy
Impact Assessment (PIA).

Records documenting whether certain
privacy and data security laws,
regulations, and agency policies are
required; how the agency collects,
uses, shares, and maintains PIl; and
incorporation of privacy protections
into records systems as required by
the E-Government Act of 2002 (Public
Law 107-347, section 208), the Privacy
Act of 1974 (5 U.S.C. 552a), and other
applicable privacy laws, regulations,

THAT PIA IS
UNNECESSARY.
[GRS 4.2-160]
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and agency policies. Includes
significant background material
documenting formulation of final
products.
01/044.7.B ANALYZING B. PRIVACY IMPACT ASSESSMENT DESTROY 3 YEARS
PERSONALLY (P1ASs) AFTER A
IDENTIFIABLE SUPERSEDING PIA IS
INFORMATION Records documenting whether certain  PUBLISHED, AFTER
(P11 privacy and data security laws, SYSTEM CEASES
regulations, and agency policies are OPERATION, OR (IF
required; how the agency collects, PIA CONCERNS A
uses, shares, and maintains PIl; and WEBSITE) AFTER
incorporation of privacy protections WEBSITE IS NO
into records systems as required by LONGER AVAILABLE
the E-Government Act of 2002 (Public  TO THE PUBLIC, AS
Law 107-347, section 208), the Privacy APPROPRIATE.
Act of 1974 (5 U.S.C. 552a), and other ~ [GRS 4.2-161]
applicable privacy laws, regulations,
and agency policies. Includes
significant background material
documenting formulation of final
products.
01/044.8 PRIVACY ACT Agency copy of notices about the DESTROY 2 YEARS
SYSTEM OF existence and character of systems of =~ AFTER SUPERSESSION
RECORDS records, documenting publication in BY A REVISED SORN
NOTICES (SORNs) the Federal Register when the agency ~ OR AFTER SYSTEM
establishes or revises the system, per CEASES OPERATION.
the Privacy Act of 1974 [5 U.S.C. [GRS 4.2-150]
552a(3)(4) and 5 U.S.C. 552a€(11)], as
amended. Also significant material
documenting SORN formulation, other
than Privacy Impact Assessment
records (see item 1/44.8/B).
01/045.0 ACCOUNTING Accounting for and control of access to DESTROY 5 YEARS agent and research files; forms
AND CONTROL classified, controlled unclassified, and ~ AFTER DATE OF LAST accompanying documents to ensure
FILES unclassified records and records ENTRY, FINAL ACTION continuing control, showing names of

regarding FOIA, PA, and MDR. Records

BY AGENCY (SUCH AS

people handling the documents, intra-
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documenting identity, internal routing, DOWNGRADING, office routing, and comparable data; forms,
and final disposition of classified TRANSFER OR registers, ledgers, logs, and tracking
documents. Also, records DESTRUCTION OF systems documenting requester identity
documenting control points and RELATED CLASSIFIED and contact information, request date, and
accountability for information relating DOCUMENTS, OR nature or purpose of request; inventories
to access requests. RELEASE OF of controlled records

INFORMATION FROM
CONTROLLED
UNCLASSIFIED
STATUS) OR FINAL
ADJUDICATION BY
COURTS, AS MAY
APPLY, WHICHEVER IS
LATER.

[GRS 4.2-050]

01/047.0 PRIVACY ACT Records relating to the general agency DESTROY WHEN 3

GENERAL implementation of the Privacy Act, YEARS OLD.
ADMINISTRATIVE including notices, memoranda, routine  [GRS 4.2-001]
FILES correspondence, and related records.
01/047.5 PRIVACY Records of privacy complaints (and TEMPORARY.
COMPLAINT FILES responses) agencies receive in these DESTROY 3 YEARS
categories: AFTER RESOLUTION
e process and procedural (consent, OR REFERRAL, AS
collection, and appropriate notice) APPROPRIATE.
e redress (inquiries seeking resolution  [GRS 4.2-065]
of difficulties or concerns about [DAA-GRS-2019-0001-
privacy matters not specifically 0004]
outlined in the Privacy Act)
e operational (inquiries regarding
Privacy Act matters but not including
Privacy Act requests for access and/or
correction)
e complaints referred to another
organization

01/050.0 AGENCY REPORTS Agency reports to the Congress, DESTROY 2 YEARS Note: This item does
Department of Justice, or other AFTER DATE OF not apply to summary
entities regarding FOIA, MDR, PA, and  REPORT. reports incorporating
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similar access and disclosure [GRS 4.2-070] government-wide
programs. statistics. These must

be scheduled
separately by the
summarizing agent.

01/051.0 FOIA Records relating to the general agency DESTROY WHEN 3

ADMINISTRATIVE implementation of the FOIA, including  YEARS OLD.
FILES notices, memoranda, routine [GRS 4.2-001 ]
correspondence, and related records.

01/054.0.A NEWS RELEASES  A. OFFICE OF PRIMARY * PERMANENT *
RESPONSIBILITY TRANSFER TO THE
Office of Communications record copy ~ NATIONAL ARCHIVES
maintained by issuing office. IN 5 YEAR BLOCKS

WHEN 20 YEARS OLD.
One copy of each prepared statement  [DA: N1-255-94-1] (N
or announcement issued for 19-1)
distribution to the news media.
Published or processed documents,
such as "Press Kits," "Fact Sheets,"
"Current News," and all other
materials used mainly for news media.
News releases that announce events
such as adoption of new programs,
terminations of old programs, major
shifts in policy, and changes in senior
agency personnel and may be a textual
record such as a formal press release.
01/054.0.C NEWS RELEASES ~ C. ALL OTHER COPIES DESTROY WHEN NO

One copy of each prepared statement
or announcement issued for
distribution to the news media.
Published or processed documents,
such as "Press Kits," "Fact Sheets,"
"Current News," and all other
materials used mainly for news media.

LONGER NEEDED FOR
REFERENCE.

[DA: N1-255-94-1]
[DA: N1-255-09-1]
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News releases that announce events
such as adoption of new programs,
terminations of old programs, major
shifts in policy, and changes in senior
agency personnel and may be a textual
record such as a formal press release.
01/055.0 GENERAL Requests for information, publications, TEMPORARY.
INFORMATION photographs, and other information DESTROY WHEN 90
REQUEST FILES involving no administrative action, DAYS OLD.
policy decision, or special compilations  [GRS 4.2-010] (N 19-
or research. Also includes 21) DAA-GRS-2013-
acknowledgements, replies, and 0007-0001
referrals of inquiries to other offices
for response.
01/056.0 INFORMATION Routine requests for exhibits, DESTROY WHEN 5
SERVICE REPORTS speakers, tours, and personal YEARS OLD, OR WHEN
appearances by NASA officials and NO LONGER NEEDED
astronauts. FOR REFERENCE
WHICHEVER IS FIRST.
[DA: N1-255-94-1]
[DA: N1-255-09-1]
01/057.0.A NASA RADIO A. 1992 AND EARLIER * PERMANENT *
PRESENTATIONS  One copy of each radio program as TRANSFER TO THE
created by NASA and provided to the NATIONAL ARCHIVES
general public and radio stations. 5 YEARS AFTER

Formats can consist of, but are not
limited to: NASA Radio Special
Reports; Audio News

Features; and Space Notes. (Mediums
of transfer consist of: Reel- to-reel;
cassettes; transcripts; etc.)

Office of Primary Responsibility: HQ
(Office of Public Affairs / Code PMD)

RELEASE OR DELIVERY.
[DA: N1-255-94-1] (N
19-3)
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01/057.0.B.01 NASA RADIO B. 1993 AND CONTINUING * PERMANENT * NOTE: Spanish versions
PRESENTATIONS 1. NASA Space Stories. TRANSFER 1 of the NASA Radio
PRODUCTION MASTER  programs consist of the
These are stories of interest about (1/4" OPEN REEL-TO- NASA Space Stories
NASA programs/projects. Stories are REEL TAPE) AND 1 produced
created as weekly radio shows and are  DUBBED CASSETTE approximately every 1-
distributed every 4 weeks. Masters COPY TO THE 2 weeks every 4 weeks
consist of 4 stories approximately 4 NATIONAL ARCHIVES  with one 4 1/2 minute
1/2 minutes in length and 4 items ANNUALLY, ALONG and one 90 second
entitled "Frontiers" each is a 90 second WITH 1 story which
version of the Space Story. English" HARD COPY OF THE duplicate/copy an
and "Spanish" versions of each LABEL INFORMATION  English story.
program, including a written FOR EACH CASSETTE.
translation, if one exists. [DA: N1-255-94-1]
(N 19-3)
Office of Primary Responsibility: HQ
(Office of Public Affairs / Code PMD)
01/057.0.B.02 NASA RADIO B. 1993 AND CONTINUING * PERMANENT *
PRESENTATIONS 2. NASA Special Reports. TRANSFER 1
PRODUCTION MASTER
Office of Primary Responsibility: HQ (1/4" OPEN REEL-TO-
(Office of Public Affairs / Code PMD) REEL TAPE) AND 1
DUBBED CASSETTE
COPY TO THE
NATIONAL ARCHIVES
ANNUALLY, ALONG
WITH 1
HARD COPY OF THE
LABEL INFORMATION
FOR EACH CASSETTE.
[DA: N1-255-94-1]
01/057.0.B.03 NASA RADIO B. 1993 AND CONTINUING * PERMANENT *
PRESENTATIONS 3. NASA Space Notes. TRANSFER 1

Radio programs created by NASA and
provided to the general public and
radio stations.Office of Primary

PRODUCTION MASTER
(1/4" OPEN REEL-TO-
REEL TAPE) AND 1
DUBBED CASSETTE
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Responsibility: HQ (Office of Public COPY TO THE
Affairs / Code NATIONAL ARCHIVES
PMD) ANNUALLY, ALONG
WITH 1
HARD COPY OF THE
LABEL INFORMATION
FOR EACH CASSETTE.
[DA: N1-255-94-1]
01/057.0.C.01 NASA RADIO C. NASA OFFICIAL INTERVIEWS DESTROY WHEN 2
PRESENTATIONS 1. Raw and Routine interviews. YEARS OLD OR WHEN
NO LONGER NEEDED,
These are interviews done for research  WHICHEVER IS
and background information for SOONER.
production of NASA Space Stories and  [DA: N1-255-94-1]
Frontiers. (These interviews have [DA: N1-255-09-1]
been produced on DAT Tapes,
cassettes, and 1/4" reel-to-reel tapes.)
Office of Primary Responsibility: HQ
(Office of Public Affairs / Code PMD)
01/057.0.C.02 NASA RADIO C. NASA OFFICIAL INTERVIEWS * PERMANENT *
PRESENTATIONS 2. Special Interest Interviews. TRANSFER 1
PRODUCTION MASTER
These are unique interviews with AND 1 DUBBED
NASA officials concerning current CASSETTE COPY TO
items, issues, or research THE NATIONAL
programs/projects of interest or of ARCHIVES ANNUALLY
special significance to NASA. ALONG WITH 1
HARD COPY OF ANY
Office of Primary Responsibility: HQ LABEL OR
(Office of Public Affairs / Code PMD) BACKGROUND
INFORMATION
CREATED.
[DA: N1-255-94-1]
01/059.0.A POSTERS - A. Official record copy *PERMANENT*
EDUCATIONAL TRANSFER 2 COPIES

ANNUALLY DIRECTLY
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Wall Sheets, posters, awareness and TO THE NATIONAL
educational materials, relating to the ARCHIVES.
programs and mission of the Agency [DA: N1-255-94-1]
done at NASA's request. (This series
does not include contractor generated
and produced material over which
NASA has no control; or incidental
posters such as blood drives,

Combined Federal Campaign, Thrift
Savings Program, etc.)
01/059.0.B POSTERS - B. All other copies DESTROY WHEN NO
EDUCATIONAL LONGER NEEDED.
Wall Sheets, posters, awareness and
educational materials, relating to the
programs and mission of the Agency
done at NASA's request. (This series
does not include contractor generated
and produced material over which
NASA has no control; or incidental
posters such as blood drives,
Combined Federal Campaign, Thrift
Savings Program, etc.)
01/060.0 POCKET Contains in summary format agency * PERMANENT *
STATISTICS data on activities, events, personnel, TRANSFER 2 COPIES
financial data, employment statistics, =~ ANNUALLY OR IN-
and other data used in the operation YEAR-OF CREATION IF
and functioning of the Agency. NOT PUBLISHED ON
AN
ANNUAL BASIS,
DIRECTLY TO THE
NATIONAL ARCHIVES.
[DA: N1-255-94-1]
01/062.0.A SPEECH FILES A. OFFICE OF PRIMARY * PERMANENT *

RESPONSIBILITY

Official speeches by NASA personnel.
Speeches, addresses, comments, and

AFTER RELEASE,
TRANSFER TO THE
NATIONAL ARCHIVES
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remarks made at formal ceremonies IN 5 YEAR BLOCKS
and during interviews by heads of WHEN 20 YEARS OLD.
agencies or their senior assistants [DA: N1-255-94-1]
concerning the programs of their (N 19-2)
agencies. The speeches and addresses
may be presented to executives from
other Federal agencies,
representatives of state and local
governments, or private groups.

01/062.0.B SPEECH FILES B. ALL OTHER OFFICES/COPIES DESTROY WHEN NO

LONGER NEEDED FOR
Official speeches by NASA personnel. REFERENCE.
Speeches, addresses, comments, and [DA: N1-255-94-1]
remarks made at formal ceremonies [DA: N1-255-09-1]
and during interviews by heads of
agencies or their senior assistants
concerning the programs of their
agencies. The speeches and addresses
may be presented to executives from
other Federal agencies,
representatives of state and local
governments, or private groups.

01/063.0.A SCRIPT FILES A. OFFICE OF PRIMARY * PERMANENT *
RESPONSIBILITY AFTER RELEASE,
Official film, radio, and television TRANSFER TO THE
scripts. NATIONAL ARCHIVES

IN 5 YEAR BLOCKS
WHEN 10 YEARS OLD.
[DA: N1-255-94-1]
(N 19-3)

01/063.0.B SCRIPT FILES B. ALL OTHER OFFICES/COPIES DESTROY WHEN NO

Official film, radio, and television
scripts.

LONGER NEEDED FOR
REFERENCE.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

(N 19-3)
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01/064.0.A PUBLICATIONS A. ONE COPY OF EACH OFFICIAL NASA  * PERMANENT *
PUBLICATION TRANSFER 1 COPY
ANNUALLY OF ALL
PUBLICATIONS
CREATED TO THE
NATIONAL
ARCHIVES.
[DA: N1-255-94-1] (N
19-10)
01/064.0.B PUBLICATIONS B. PRE-PUBLICATION MATERIAL DESTROY WHEN 5
(General publication files, i.e. STI, R&D, YEARS OLD.
publications held at CASI [DA: N1-255-94-1]
- See Schedule 2, AFS 2220) [DA: N1-255-09-1] (N
19-10)
01/065.0.A EXHIBITS A. SMALL ROUTINE EXHIBITS DESTROY WHEN NO
Files consist of case records and LONGER NEEDED.
related documentation/materials, [DA: N1-255-94-1]
pictures of set-up/design, and [DA: N1-255-09-1]
specification sheets.
01/065.0.B EXHIBITS B. LARGE MAJOR EXHIBITS * PERMANENT *
Files include visitor centers and major ~ RETAIN EXHIBIT
off-site exhibits including pictures of MATERIAL/
set-up/design, specifications sheets DOCUMENTATION
and related papers. ON-SITE FOR
2 YEARS AFTER
EXHIBIT IS CLOSED OR
REMOVED, THEN
TRANSFER TO THE
NATIONAL ARCHIVES.
01/065.0.C EXHIBITS C. SPECIAL EXHIBITS * PERMANENT *

Files consist of case files on special
project/exhibits, unique programs,
including photographs of the
project/exhibit. Examples of such
exhibits are, but not limited to:

e World Fairs

TRANSFER TO THE
NATIONAL ARCHIVES
5 YEARS AFTER
COMPLETION OF
PROJECT/

Page 54



NASA Record Series with Notes

Item Name Description Retention Public Notes Content Types/Description Continued
e Air Show(s) EXHIBIT OR WHEN 20
¢ Exhibits for the Blind YEARS OLD,
WHICHEVER IS
SOONER.
[DA: N1-255-94-1]
01/068.0.A EDUCATION A. General records (in any format) of DESTROY OR DELETE Note: For inputs into,
PROGRAM program administration not linked to WHEN 5 YEARS OLD. outputs from, and
specific projects or education [DA: N1-255-10-3] documentation of,
packages. Quality Management
e-systems, see
This schedule item and sub-items Schedule 2, the
cover records in all media and formats, following items as
including those maintained on NASA appropriate: 15.A and
owned and operated Web sites. 15.B (inputs), 15.D,
15.E and 15.F
(outputs), and 14.D.3
(documentation).
01/068.0.B.01 EDUCATION B. Records and documentation (in any DESTROY OR DELETE Note: For inputs into,
PROGRAM format) related to the operation and WHEN 10 YEARS OLD  outputs from, and
functions of specific NASA Education OR WHEN NO LONGER documentation of,
programs, projects, and NEEDED, WHICHEVER  Quality Management
activities/opportunities. IS LONGER. e-systems, see
[DA: N1-255-10-3] Schedule 2, the
1. Project management records following items as
documenting basic information about appropriate: 15.A and
projects and/or opportunities, 15.B (inputs), 15.D,
including basic project descriptions, 15.E and 15.F
funding amounts and sources, project (outputs), and 14.D.3
managers, and NASA Centers. (documentation).
This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.
01/068.0.B.02 EDUCATION B. Records and documentation (inany DESTROY OR DELETE Note: For inputs into, SORN - NASA 10EDUA
PROGRAM format) related to the operation and WHEN 5 YEARS OLD. outputs from, and

functions of specific NASA Education

[DA: N1-255-10-3]

documentation of,
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programs, projects, and Quality Management
activities/opportunities. e-systems, see

Schedule 2, the
2. Administrative records including following items as
but not limited to funding appropriate: 15.A and
management, calendars, schedules, 15.B (inputs), 15.D,
correspondence, announcements, 15.E and 15.F
course descriptions, objectives, (outputs), and 14.D.3
registration, and rosters. (documentation).
This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.
01/068.0.B.03 EDUCATION B. Records and documentation (inany *PERMANENT* Note: For inputs into,
PROGRAM format) related to the operation and TRANSFER TO THE outputs from, and
functions of specific NASA Education NATIONAL ARCHIVES documentation of,
programs, projects, and 7 YEARS AFTER Quality Management
activities/opportunities. SUPERSEDED OR e-systems, see
OBSOLETE. Schedule 2, the
3. Curriculum materials for use by [N1-255-10-3] following items as
instructors or students, including but appropriate: 15.A and
not limited to record copy of manuals, 15.B (inputs), 15.D,
syllabuses, textbooks, and on-line 15.Eand 15.F
packages. (outputs), and 14.D.3
(documentation).
This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.
01/068.0.C.01 EDUCATION C. Records of participants (in any CUT OFF AT LAST Note: For inputs into, SORN - NASA 10EDUA
PROGRAM format), maintained either as ACTIVITY WITH FILES. outputs from, and

individual or aggregated files on
individuals who are identified with
unique identifiers. Records include but
not limited to application forms, and
letters of recommendations. Records

DESTROY BETWEEN 5
AND 40 YEARS AFTER
CUTOFF.
[DAA-0255-2015-
0002]

documentation of,
Quality Management
e-systems, see
Schedule 2, the
following items as
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that contain “Personally Identifiable appropriate: 15.A and
Information” must be managed per 15.B (inputs), 15.D,
guidance of NASA and Federal privacy 15.E and 15.F
policies. (outputs), and 14.D.3
(documentation).
Records that contain “Personally
Identifiable Information” must be
managed per guidance of NASA and
Federal privacy policies.
1. Records of participants receiving
significant awards (defined as a
minimum financial award of $3,000
and/or 1,600 or more contact hours in
NASA activities).
This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.
01/068.0.C.02 EDUCATION C. Records of participants (in any CUT OFF AT LAST Note: Forinputs into, SORN - NASA 10EDUA
PROGRAM format), maintained either as ACTIVITY WITH FILE. outputs from, and
individual or aggregated files on DESTROY 5 YEARS documentation of,
individuals who are identified with AFTER CUTOFF. Quality Management

unique identifiers Records include but [DAA-0255-2015-
not limited to application forms, and 0002]

letters of recommendations. Records

that contain “Personally Identifiable

Information” must be managed per

guidance of NASA and Federal privacy

policies.

2. Records of participants that have
not received significant awards.

This schedule item and sub-items
cover records in all media and formats,

e-systems, see
Schedule 2, the
following items as
appropriate: 15.A and
15.B (inputs), 15.D,
15.Eand 15.F
(outputs), and 14.D.3
(documentation).
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including those maintained on NASA
owned and operated Web sites.
01/068.0.D EDUCATION D. Survey responses and other DESTROY OR DELETE Note: For inputs into, SORN - NASA 10EDUA
PROGRAM feedback (in any format) from project ~ WHEN 10 YEARS OLD outputs from, and
participants and the general public OR WHEN NO LONGER documentation of,
concerning NASA educational NEEDED, WHICHEVER  Quality Management
programs, including interest area IS LONGER. e-systems, see
preferences, participant feedback, and [DA: N1-255-10-3] Schedule 2, the
reports of experiences in projects. following items as
appropriate: 15.A and
If Records contain “Personally 15.B (inputs), 15.D,
Identifiable Information,” they must 15.E and 15.F
be managed per guidance of NASA and (outputs), and 14.D.3
Federal privacy policies. (documentation).
This schedule item and sub-items
cover records in all media and formats,
including those maintained on NASA
owned and operated Web sites.
01/068.0.E EDUCATION E. All non-record copies, in any DESTROY WHEN NO Note: For inputs into, SORN - NASA 10EDUA
PROGRAM format, of records in items A-D LONGER NEEDED. outputs from, and
[DA: N1-255-10-3] documentation of,
This schedule item and sub-items Quality Management
cover records in all media and formats, e-systems, see
including those maintained on NASA Schedule 2, the
owned and operated Web sites. following items as
appropriate: 15.A and
15.B (inputs), 15.D,
15.E and 15.F
(outputs), and 14.D.3
(documentation).
01/072.0.A FORMAL A. HEADQUARTERS - AGENCY LEVEL * PERMANENT *
DIRECTIVES, OPR: Management Operations WHEN OBSOLETE OR
POLICIES, Division, NASA Headquarters SUPERSEDED,
PROCEDURAL TRANSFER TO
REQUIREMENTS, Issuances related to agency program THE NATIONAL
INSTRUCTIONS, functions. Management issuance ARCHIVES IN 5 YEAR
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AND OPERATING  office responsible for maintaining all BLOCKS WHEN 20
MANUALS records and background material YEARS OLD.

pertaining to each published [DA: N1-255-94-1]
instruction, handbook, policy directive, (N 1-2)
etc. Included in this series is the case

files related to the issuance which

document aspects of the development

of the issuance, including significant

backup, comments; original signature

pages; etc.

Formal directives distributed as policy
directives/statements/instructions,

procedural requirements and manuals
announcing major changes in the

Agency’s policies and procedures.

Normally these are issued by authority

of the head of the agency.

01/072.0.B.01 FORMAL B. CENTERS * PERMANENT *
DIRECTIVES, 1. FORMAL ISSUANCES — SEE BELOW AFTER CANCELLATION
POLICIES, DESCRIPTION OR WHEN
PROCEDURAL SUPERSEDED,
REQUIREMENTS, Formal directives distributed as policy = TRANSFER TO THE
INSTRUCTIONS, directives/statements/instructions, NATIONAL ARCHIVES
AND OPERATING  procedural requirements and manuals  IN 5 YEAR BLOCKS
MANUALS announcing major changes in the WHEN 20 YEARS OLD.

Agency’s policies and procedures. [DA: N1-255-94-1]
Normally these are issued by authority
of the head of the agency.

01/072.0.B.02 FORMAL B. CENTERS DESTROY WHEN
DIRECTIVES, 2. ROUTINE ISSUANCES SUPERSEDED OR
POLICIES, Policy documents on administrative OBSOLETE, OR NO
PROCEDURAL functions such as payroll, LONGER NEEDED FOR
REQUIREMENTS, procurement, facilities, equipment, BUSINESS,
INSTRUCTIONS, and human capital. Includes records WHICHEVER IS LATER.
AND OPERATING documenting development. [GRS 5.7-030]
MANUALS
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Formal directives distributed as policy
directives/statements/instructions,
procedural requirements and manuals
announcing major changes in the
Agency’s policies and procedures.

Normally these are issued by authority
of the head of the agency.
01/072.0.C FORMAL C. OFFICES PROMULGATING POLICIES, TRANSFER
DIRECTIVES, PROCEDURES, INSTRUCTIONS, ETC. TO BACKGROUND AND
POLICIES, BE PUBLISHED RELATED MATERIAL
PROCEDURAL TO AGENCY LEVEL
REQUIREMENTS, Formal directives distributed as policy = ISSUANCE OFFICE
INSTRUCTIONS, directives/statements/instructions, (ITEMA.)
AND OPERATING  procedural requirements and manuals  [DA: N1-255-94-1]
MANUALS announcing major changes in the [DA: N1-255-09-1]
Agency’s policies and procedures.
Normally these are issued by authority
of the head of the agency.
01/072.0.D FORMAL D. COPIES OF THIS MATERIAL DESTROY COPIES OF
DIRECTIVES, RETAINED IN PROMULGATING OFFICE RECORD MATERIAL
POLICIES, WHEN NO LONGER
PROCEDURAL Formal directives distributed as policy =~ NEEDED.
REQUIREMENTS, directives/statements/instructions, [DA: N1-255-94-1]
INSTRUCTIONS, procedural requirements and manuals  [DA: N1-255-09-1]
AND OPERATING announcing major changes in the
MANUALS Agency’s policies and procedures.
Normally these are issued by authority
of the head of the agency.
01/072.0.E FORMAL E. ALL OTHER OFFICES/COPIES, DESTROY WHEN
DIRECTIVES, INCLUDING ELECTRONIC VERSIONS SUPERSEDED,
POLICIES, OBSOLETE, OR NO
PROCEDURAL Formal directives distributed as policy = LONGER NEEDED.
REQUIREMENTS, directives/statements/instructions, [DA: N1-255-94-1]
INSTRUCTIONS, procedural requirements and manuals  [DA: N1-255-09-1]
AND OPERATING announcing major changes in the
MANUALS Agency’s policies and procedures.
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Normally these are issued by authority
of the head of the agency.
01/072.5.A DOCUMENTS A. FEDERAL REGISTER NOTICES OTHER DESTROY WHEN 1 Note 1: SORNs per se
PUBLISHED IN THAN PROPOSED AND FINAL RULES YEAR OLD. [GRS 5.7- are covered by NRRS
THE FEDERAL Records of notices announcing public 070] 1/44.8.
REGISTER stakeholder meetings, hearing,
investigations, petition filing, Note 2: PRA
application filing, license issuance, Information Collection
license revocation, grant application reports are covered by
deadlines, environmental impact NRRS 1/84.
statement availability, delegations of
authority, hour of public opening, use Note 3: Notices of
of an agency’s seal, guidance, System meetings of
of Records Notices (SORNs), committees
Paperwork Reduction Act Information established under the
Collection Requests (PRA ICRs), and Federal Advisory
other matters not codified in the Code Committee Act (FACA)
of Federal Regulations. are covered by NRRS
1/20.
01/072.5.B DOCUMENTS B. AGENCY INPUT INTO THE UNIFIED DESTROY WHEN 2
PUBLISHED IN AGENDA YEARS OLD.
THE FEDERAL Records that process agency inputinto  [GRS 5.7-080]
REGISTER the publication of:
e The Unified Agenda of Federal
Regulatory and Deregulatory Actions
(also known as the “unified agenda” or
“semiannual regulatory agenda”)
published by General Services
Administration (GSA) with input from
the Office of Management and Budget
(OMB)
e Agency regulatory flexibility agendas
e The Regulatory Plan
01/073.0 ADMINISTRATIVE Includes: DESTROY 2 YEARS

MANAGEMENT
REPORT

e copies of authorizing directives
e preparation instructions

AFTER THE REPORT IS
DISCONTINUED. [GRS
5.7-040]
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REQUIREMENTS e descriptions of required or (N 1-30) DAA-GRS-
RECORDS standardized formats 2020-0001-0002
e clearance forms
e documents on evaluating,
continuing, revising, and discontinuing
reporting requirements.
This item applies only to management
reports related to administrative
activities.
01/074 FORMS Records involved with ensuring use of ~ DESTROY 3 YEARS
MANAGEMENT standard Federal and agency formsto  AFTER FORM IS
FILES support effective record-keeping and DISCONTINUED,
ensuring that Federal standard forms SUPERSEDED, OR
are available and used as appropriate  CANCELLED.
to support Federal record-keeping SCHEDULE 1/74
requirements. Includes: SUPERSEDED
e registers or databases used to record SCHEDULES 1/74.A &
and control the numbers and other B.
identifying data assigned to each form  [GRS 4.1-040] (N 1-
o official case files consisting of the 27)
record copy of each agency-originated
form with related instructions and
documentation showing inception,
scope, and purpose of the form
¢ background materials and
specifications
01/075.0.A RECORDS Records related to disposition of DESTROY NO SOONER
MANAGEMENT records. THAN 25 YEARS AFTER

PROGRAM FILES

Disposition activities and examples of
records include:

e transferring, destroying, and
retrieving records

e scheduling records

Records include:

THE PROJECT,
ACTIVITY, OR
TRANSACTION IS
COMPLETED OR
SUPERSEDED.

NASA NOTE: Do not
destroy without

Page 62



NASA Record Series with Notes

Item

Name

Description

Retention

Public Notes

Content Types/Description Continued

01/075.0.C

RECORDS
MANAGEMENT
PROGRAM FILES

e disposal authorizations, schedules,
and reports

e records schedules, legacy records
schedules (SF 115,

Request for Records Disposition
Authority)

e SF 135, Records Transmittal and
Receipt

e OF 11, Reference Request

e Transfer Request (TR); Legal
Transfer Instrument (LTI);

SF 258, Agreement to Transfer Records
to the National

Archives of the United States

e Equivalent NASA Center forms

NASA Note: The retention duration for
schedule item 01/075.0.A was
increased from 6 years to 25 years due
to their legacy and research value.
These records should not be destroyed
without Agency Records Officer
approval.

Records related to the policies,
procedures, and management of
agency business records from creation
to eventual disposition. Includes
records created and maintained while
planning, managing, evaluating,
administering, and performing the
function of agency records
management. Activities and examples
of records include:

e providing oversight of the entire
records management program

e providing other records
management services to customer
units (such as records

Agency Records
Officer approval.
[GRS 4.1-020]
DAA-GRS-2013-0002-
0007

DESTROY NO SOONER
THAN 6 YEARS AFTER
THE PROJECT,
ACTIVITY, OR
TRANSACTION IS
COMPLETED OR
SUPERSEDED.

[GRS 4.1-020]

NOTE: These records
cannot be retired to an
FRC.
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storage/reference assistance, and
technical assistance with files plans
and other records management
questions)
e conducting records ""clean out""
days
e conducting special projects
Records include:
e agency records management
program surveys or evaluations
e reports of surveys or evaluations
e reports of corrective action taken in
response to agency program surveys
or evaluations
01/075.0.E RECORDS E. Office record locator files, indexes, = DESTROY FILE NOTE: These records
MANAGEMENT or listings that are used to locate PLANS/INDEXES cannot be retired to an
PROGRAM FILES  records in current files, or files that WHEN SUPERSEDED. FRC.
have been transferred to staging areas DESTROY LISTS
or retired to FRC; including file plans (SHIPPING/TRANSFER)
and office copies of shipping lists. WHEN RECORDS
THEREON HAVE BEEN
Records related to the policies, DESTROYED, OR
procedures, and management of WHEN THE LIST IS NO
agency business records from creation LONGER NEEDED FOR
to eventual disposition. Includes REFERENCE.
records created and maintained while  [DA: N1-255-94-1]
planning, managing, evaluating, [DA: N1-255-09-1]
administering, and performing the
function of agency records
management.
01/075.5.A VITAL OR A. Records involved in planning, TEMPORARY. report of corrective action taken in
ESSENTIAL operating, and managing the agency’s  DESTROY 3 YEARS response to agency vital records test;
RECORDS vital or essential records program. AFTER PROJECT, results of test, surveys, or evaluations; vital
PROGRAM ACTIVITY, OR records cycling plans; vital records
RECORDS TRANSACTION IS inventories
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COMPLETED OR
SUPERSEDED.
[GRS 4.1-030]
01/075.5.B VITAL OR B. Copies of agency records deemed TEMPORARY.
ESSENTIAL essential to restore agency functions in  DESTROY WHEN
RECORDS case of emergency. SUPERSEDED BY THE
PROGRAM NEXT CYCLE.
RECORDS [GRS 4.1-031]
01/076.0 VALIDATION Records used to document (validate) TEMPORARY. Exclusion 1: Validation
RECORDS FOR that the digitized versions of DESTROY THE records for digitized
DIGITIZED temporary records are of suitable VALIDATION permanent records.
TEMPORARY quality to replace original source DOCUMENTATION Exclusion 2: Original
RECORDS records. Includes, but is not limited to:  ASSOCIATED WITH source records the
e standards and procedures records EACH RECORD THAT agency has digitized
used to document that the agency has  HAS BEEN DIGITIZED and validated; GRS 5.2,
met validation process requirements, WHEN THE RECORDS Transitory and
such as: DIGITIZED USING Intermediary Records,
o quality management plans THAT VALIDATION Item 020, or a current,
describing quality assurance objectives PROCESS ARE approved agency-
o quality control (QC) protocols DESTROYED. specific records
o format-specific instructions [GRS 4.1-050] schedule that covers
¢ records documenting validation DAA-GRS-2019-0003-  the records once
actions, such as: 0001 digitized covers these.
o equipment calibration and test Exclusion 3: Digital
reports surrogates (the newly
o image quality testing results digitized records); the
o QC plans, procedures, and reports appropriate current,
approved agency-
specific records
schedule or applicable
GRS item covers these.
Legal citation: 36 CFR
Part 1236.34
01/077.0.B FINDING AIDS B. Finding aids for series of records * PERMANENT *

that HAVE BEEN accessioned by the
National Archives and Records
Administration and those relating to

TRANSFER TO THE
NATIONAL ARCHIVES
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01/077.0.C

01/078.0.C

FINDING AIDS

GENERAL OFFICE
FILES

major program case files not
previously authorized for disposal.

C. All other finding aids/copies.

C. TRACKING AND CONTROL RECORDS

Records used to provide access and
control of records authorized for
destruction by an approved records
schedule. Includes:

e indexes

o |ists

e registers

e inventories

¢ finding aids

* logs

Exclusion 1: This schedule excludes
records containing abstracts of records
content or other information that can
be used as an information source apart
from the related records.

2: This authority does not apply to
tracking and control records related to
records scheduled as permanent. The
value of these records varies, so
tracking and control records related to

WITH RELATED
RECORDS.
[DA: N1-255-94-1]

FOLLOW DISPOSITION
INSTRUCTIONS FOR
THE RECORDS TO
WHICH THEY RELATE,
OR DESTROY WHEN
NO LONGER NEEDED
FOR REFERENCE.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY WHEN NO
LONGER NEEDED.
[GRS 4.1-010] DAA-
GRS-2013-0002-0016
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permanent records must be
scheduled.

01/078.0.F.01 GENERAL OFFICE F. ADMINISTRATIVE RECORDS DESTROY WHEN

FILES

BUSINESS USE CEASES.
[GRS 5.1-010] DAA-
GRS-2016-0016-0001

Records accumulated by individual
offices that relate to routine day-to-
day administration and management
of the office rather than the mission-
specific activities for which the office
exists. Records include:

o staff locators, unofficial
organizational charts, and office
seating charts (see Exclusion 1)

o office-level administrative policies
and procedures and files related to
their development (see Note 1)

e calendars or schedules of daily
activities of non-high-level officials

e informal requests and tracking of
personnel training, travel, supplies,
and equipment, excluding
procurement and payment records
and forms requesting training

e internal office activity and workload
reports

e studies and analyses of office
administrative functions and activities
e non-mission related management
reviews and surveys

e minutes of meetings related to
administrative activities

Exclusion 1: This item does not apply
to recordkeeping copies of
organizational charts, functional
statements, and related records that
document the mission-related
organization, staffing, and procedures
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of the office. These records are
covered by NRRS 1/12 and 1/13.
Note 1: This item covers administrative
policies and procedures at the
office/unit level. NRRS 1/72 covers
agency-level administrative issuances
or directives.
01/078.0.F.02 GENERAL OFFICE F. ADMINISTRATIVE RECORDS CUT OFF AT END OF
FILES Records accumulated by individual FISCAL OR CALENDAR
offices through internal management  YEAR.
or housekeeping activities of the office DESTROY/DELETE 5
or in general management and YEARS AFTER CUTOFF.

oversight of the function for which the
office exists.

2. Administrative records generated in
performance of the function for which
the office exists. These records may
include all types and methods of
correspondence and communications
(e.g., letters, memos), meeting
agendas and minutes, management
reviews and surveys, reports, copies of
internal activity documentation such
as work progress, statistical, and
narrative reports prepared in the
office and forwarded to higher levels.

NOTE: This schedule item concerns
general records only, not those
belonging in case files documenting
specific projects, incidents or cases,
transactions, etc. and that are covered
by other schedules.

[DA: N1-255-11-2]
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01/078.0.G.02

01/078.0.G.06

GENERAL OFFICE
FILES

GENERAL OFFICE

FILES

G. TRANSITORY FILES

Records required only for a short time
(generally less than 180 days) and that
are not required to meet legal or fiscal
obligations, or to initiate, sustain,
evaluate, or provide evidence of
decision making.

2. Records regarding, but not limited
to:

e messages coordinating schedules,
appointments, and events

e transmittal documents such as e-
mail, letters, cover memos, and
facsimile cover sheets that do not
provide evidence of approval,
concurrence, or decision making, or
include substantive comments

e received copies of circulated internal
information such as agency
instructions, notifications, circulars,
newsletters, and email blasts to
employees

e messages received from agency
distribution lists or listservs

e “to-do” or task lists and assignments.

INTERMEDIARY RECORDS

3. Records of an intermediary nature,
meaning that they are created or used
in the process of creating a
subsequent record. To qualify as an
intermediary record, the record must
also not be required to meet legal or
fiscal obligations, or to initiate, sustain,
evaluate, or provide evidence of
decision-making. Records include:

DESTROY WHEN NO
LONGER NEEDED FOR
BUSINESS USE.

[GRS 5.2-010] DAA-
GRS-2017-0003-0001

DESTROY UPON
VERIFICATION OF
SUCCESSFUL
CREATION OF THE
FINAL DOCUMENT OR
FILE, OR WHEN NO
LONGER NEEDED FOR
BUSINESS USE,
WHICHEVER IS LATER.
[GRS 5.2-020] DAA-
GRS-2017-0003-0002

Note 1: An agency
must submit a
notification to NARA
per 36 CFR
1225.24(a)(1) prior to
destroying hardcopy
input records
previously scheduled
as permanent. An
agency must schedule
the electronic version
of unscheduled
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e non-substantive working files: hardcopy input records
collected and created materials not prior to destroying the
coordinated or disseminated outside input record.

the unit of origin that do not contain
information documenting significant
policy development, action, or
decision making. These working papers
do not result directly in a final product
or an approved finished report.
Included are such materials as rough
notes and calculations and preliminary
drafts produced solely for proof
reading or internal discussion,
reference, or consultation, and
associated transmittals, notes,
reference, and background materials.
e audio and video recordings of
meetings that have been fully
transcribed or that were created
explicitly for the purpose of creating
detailed meeting minutes (once the
minutes are created)

e dictation recordings

e input or source records, which
agencies create in the routine process
of creating, maintaining, updating, or
using electronic information systems
and which have no value beyond the
input or output transaction

o hardcopy input source documents
where all information on the
document is incorporated in an
electronic system (See Exclusion 1 and
Note 1)

o electronic input source records such
as transaction files or intermediate
input/output files
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e ad hoc reports, including queries on
electronic systems, whether used for
one-time reference or to create a
subsequent report

e data files output from electronic
systems, created for the purpose of
information sharing or reference (see
Exclusion 2)

Exclusion 1: This item does not allow
destruction of original hardcopy still
pictures, graphic materials or posters,
aerial film, maps, plans, charts, sound
recordings, motion picture film, or
video recordings once they are
digitized. Agencies must follow
agency-specific schedules for these
records. If the records are
unscheduled, the agency must submit
a schedule for them.

Exclusion 2: This item does not include
the following data output files
(agencies must follow agency-specific
schedules for these records, except for
the final bullet, which the GRS covers
in another schedule):

e files created only for public access
purposes

e summarized information from
unscheduled electronic records or
inaccessible permanent records

e data extracts produced by a process
that results in the content of the file
being significantly different from the
source records. In other words, the
process effectively creates a new
database file significantly different
from the original
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01/078.0.H

01/079.0.A

01/079.0.B

GENERAL OFFICE
FILES

MANAGEMENT
IMPROVEMENT
REPORTS

MANAGEMENT
IMPROVEMENT
REPORTS

e data extracts containing Personally
Identifiable Information (PII). Such

records require additional tracking and

fall under NRRS 1/44.5.

H. EMAIL OF NON-CAPSTONE
OFFICIALS
Email of all other officials, staff, and

contractors not identified as Capstone

officials in NRRS 1/22.B. This item
applies to the majority of NASA email
accounts/users. Applies to records
created or received in an electronic
format only.

Note 1: Email that conducts official

Agency business sent from or received

by personal or non-official email
accounts constitutes federal records.
The employee must forward a
complete copy of such records to
his/her official NASA electronic
messaging account no later than 20
days after the original creation or
transmission of the record.

A. OFFICE OF PRIMARY
RESPONSIBILITY

Management improvement reports
submitted to the Office of
Management and Budget (i.e., A-76
Reports) and related analyses. This
includes Government Performance
and Results Act (GPRA) development
and final records.

B. ALL OTHER OFFICES/COPIES

DELETE WHEN 7
YEARS OLD.

GRS 6.1-011
DAA-GRS-2014-0001-
0002

DESTROY WHEN 20
YEARS OLD.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY WHEN 2
YEARS OLD.
[DA: N1-255-94-1]
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Management improvement reports [DA: N1-255-09-1]
submitted to the Office of
Management and Budget (i.e., A-76
Reports) and related analyses. This
includes Government Performance
and Results Act (GPRA) development
and final records.

01/081 CENTRALIZED CENTRALIZED PRINTING AND DESTROY WHEN 3

PRINTING AND DUPLICATING SERVICES - YEARS OLD, OR 3
DUPLICATING ADMINISTRATION. YEARS AFTER
SERVICES - Includes: APPLICABLE
ADMINISTRATION e agreements and related background AGREEMENT EXPIRES
data and other records regarding OR IS CANCELLED, AS
printing the agency retains for APPROPRIATE.
administrative (not fiscal) use [GRS 5.5-010] (N 17-
e records that document acquiring, 20) DAA-GRS-2016-
installing, changing, removing, and 0012-0001
servicing printing equipment
e related correspondence
01/082 CENTRALIZED Printing requisitions, work orders, DESTROY WHEN 1
PRINTING AND samples, manuscript clearances, and YEAR OLD OR WHEN
DUPLICATING related documents. SUPERSEDED OR
SERVICES - OBSOLETE,
REQUISITIONS WHICHEVER IS
APPLICABLE.
[GRS 5.5-020] DAA-
GRS-2016-0012-0002
01/084.0.A JOINT A. Agency report to the Joint DESTROY WHEN 6
COMMITTEE ON  Committee on Printing and related YEARS AFTER REPORT
PRINTING - ancillary records such as background SUBMISSION OR
REPORTS TO / and research records, submission OVERSIGHT ENTITY

AUTHORIZATIONS

packets and compilations, and related
files.

NOTICE OF
APPROVAL, AS
APPROPRIATE.

[GRS 5.7-050] (N 16-
4) DAA-GRS-2020-
0001-0003
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01/084.0.C JOINT C. Correspondence and authorizations DESTROY WHEN 10

COMMITTEE ON by the JCP and related papers YEARS OLD.

PRINTING - concerning establishment, relocation, [DA: N1-255-94-1]

REPORTS TO / and disestablishment of printing [DA: N1-255-09-1]

AUTHORIZATIONS plants. (N 16-5)
01/085.0 LOCATOR Locator sheets, cards, tags, such as DESTROY WHEN

RECORD FILES space control sheets, location sheets, SUPERSEDED OR

location cards, bin tags, and other OBSOLETE.

01/086.0.A.01

01/086.0.A.03

GRAPHIC ARTS -
VISUAL MEDIA

GRAPHIC ARTS -
VISUAL MEDIA

papers utilized as a check or inventory
of stock location.

A. ORIGINAL ART WORK - NASA ART
PROGRAM

1. Art work (non-record artifact)
commissioned by NASA to
depict/represent a particular event or
concept of space and/or NASA
missions.

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities.

A. ORIGINAL ART WORK - NASA ART
PROGRAM

3. STENNIS SPACE CENTER ONLY
(Graphics Office)

Artwork developed and used in
hearings, presentations, reviews,
conferences, briefings, and
presentations of information to the
general public such as speeches, news

[DA: N1-255-94-1]
[DA: N1-255-09-1]
(N 17-25)

RETAIN INDEFINITELY
WITHIN AGENCY
CUSTODY AS PART OF
THE NASA ART
PROGRAM OPERATED
BY CODE P AT NASA
HQ.

[DA: N1-255-94-1]

DESTROY WHEN NO
LONGER NEEDED BY
THE INSTALLATION OR
WHEN REFERENCE
VALUE CEASES.

[DA: N1-255-94-1]
[DA: N1-255-09-1]
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01/086.0.B.01

01/086.0.C.01

GRAPHIC ARTS -
VISUAL MEDIA

GRAPHIC ARTS -
VISUAL MEDIA

releases, educational briefs, and
exhibits. (Official file copies are

maintained by another office at
Stennis Space Center.)

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities.

B. BOARD ART - COMPUTER
GENERATED GRAPHICS

1. Presentations to the Public
Artwork used in Congressional
Hearings; budget presentations;
summary review conferences;
technical briefings; and presentations
to the public such as speeches,
releases to news media, educational
briefs, and exhibits.

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

C. VIEWGRAPHS/TRANSPARENCY

1. Master photographic negatives -
such as those used in the production
of visual aids (slides, viewgraphs, and
photographs) from original art. NASA
HQ: OPR - CODE JOB-2 ONLY

RETURN ORIGINAL
BOARD ART TO THE
REQUESTING OFFICE.
DESTROY WHEN NO
LONGER NEEDED.
[DA: N1-255-94-1]
[DA: N1-255-09-1]

(N 91a(1))

DESTROY WHEN 20
YEARS OLD.

[DA: N1-255-94-1]
[DA: N1-255-09-1]
(N 91b)
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01/086.0.C.02

01/086.0.C.03

01/086.0.C.04

GRAPHIC ARTS -
VISUAL MEDIA

GRAPHIC ARTS -
VISUAL MEDIA

GRAPHIC ARTS -
VISUAL MEDIA

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

C. VIEWGRAPHS/TRANSPARENCY

2. Slides and
viewgraphs/transparencies used by
program, staff, and project offices for
presentations.

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

C. VIEWGRAPHS/TRANSPARENCY
3. All other offices/copies.

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

C. VIEWGRAPHS/TRANSPARENCY

4. STENNIS SPACE CENTER ONLY
Records consist of master
photographic negative/transparency
files, graphic arts, and line art,
including any material maintained in
electronic/magnetic format.
Collection includes black & white half
tones, color photos, negatives and
paper line art. This collection may

DESTROY WHEN 2

YEARS OLD.

[GRS 6.4-050] (N 9-1c)

DESTROY WHEN NO
LONGER NEEDED.
[DA: N1-255-94-1]
[DA: N1-255-09-1]

DESTROY OR DISPOSE
OF RECORDS WHEN
NO LONGER NEEDED
BY THE AGENCY OR
WHEN REFERENCE
VALUE CEASES.

[DA: N1-255-94-1]
[DA: N1-255-09-1]
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01/086.0.E.01

01/086.0.E.02

GRAPHIC ARTS -
VISUAL MEDIA

GRAPHIC ARTS -
VISUAL MEDIA

include duplicate files that exist in
other offices of the same presentation.

(Some work is generated by use of
photo-typesetting equipment.)

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

E. VISUAL AIDS REQUISITION/REGISTER  DESTROY WHEN 2

FILES YEARS OLD.

1. Requests and instructions for the [DA: N1-255-94-1]
preparation of the visual aids [DA: N1-255-09-1]
described under this Item 1/86B, (N 9-2)

whether in hard copy or electronic.

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

E. VISUAL AIDS REQUISITION/REGISTER  DESTROY WHEN 2

FILES YEARS OLD.

2. Registers showing receipt of [DA: N1-255-94-1]
requisition and control number [DA: N1-255-09-1]
assigned to it. (N 9-3)

Materials prepared for the purpose of
assisting NASA officials in
presentations, such as Congressional
Hearings, program reviews, technical
briefings, public lectures, publications,
exhibits, and in-house activities

NOTE: These records
may be included in an
automated "Action
Tracking System."
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01/087.0.A

01/087.0.B

POSTAL RECORDS

POSTAL RECORDS

A. Records of general day-to-day
communication service administration
and specific transmission tracking.
Includes:

e records that track shipment, routing,
registration, certification, declared
value, insurance, and receipt of
incoming and outgoing mail, including
overnight, express, special delivery,
and specially

tracked packages

e messenger and courier service logs,
assignment records and instructions,
dispatch records, delivery receipts,
route schedules, and related records
documenting messenger and courier
service activity

e reports of loss, rifling, delayed or late

delivery, wrong delivery, or other
improper mail treatment

e records that document requisitioning

and receiving stamps and postage
meter balances

e documentation and tracking to
intended destination of valuables (e.g.
checks, cash, stamps, money orders,
etc.) the agency receives by mail or
private delivery/messenger

o staff and office directories the
agency uses to ensure correct mail and
package delivery

* mailing and contact lists a mailroom
or similar office manages

B. Post irregularities files, such as
correspondence, reports, and other
records relating to irregularities in the
handling of mail, such as loss or

DESTROY WHEN 1
YEAR OLD OR WHEN
SUPERSEDED OR
OBSOLETE,
WHICHEVER IS
APPLICABLE.

ITEM SUPERSEDED
NRRS 1/92 AND 1/93.
[GRS 5.5-020]

DESTROY 3 YEARS
AFTER COMPLETION
OF INVESTIGATION OR
WHEN 3 YEARS OLD,
WHICHEVER IS LATER..
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shortage of postage stamps or money  [GRS 5.6-050]
orders, or loss or destruction of mail.
01/087.0.G POSTAL RECORDS G. Official metered mail reports such DESTROY WHEN 6
as GSA-1390A, “Quarterly Postage Mail YEARS OLD.
Report / Record of Accountable [GRS 5.5-030] (N 10-
Metered Mail Report, “ and all related  24)
papers.
01/088 MAILING AND Distribution lists used by an agency to  TEMPORARY. DELETE SORN - GSFC 51EUID
DISTRIBUTION deliver specific goods or services. WHEN SUPERSEDED,
LISTS Records include: OBSOLETE, OR WHEN
e contact information for customers or CUSTOMER REQUESTS
clients THE AGENCY TO
e subscription databases for REMOVE THE
distributing information such as RECORDS.
publications and data sets produced by ITEM SUPERSEDED
the agency NRRS 1/88.A-D.
¢ files and databases related to [GRS 6.5-020] (N 16-
constituent and community outreach 6)
or relations
e sign-up, request, and opt-out forms
01/089.0.A AGENCY SPACE A. Building plan files and related DESTROY WHEN 3
FILES agency records utilized in space YEARS OLD OR 3
planning, assighnment, and adjustment. YEARS AFTER
SUPERSEDED, AS
Records relating to the allocation, APPROPRIATE.
utilization, and release of space under  [GRS 5.4-010]
agency control, and related reports to
the General Services Administration.
01/089.0.B.01 AGENCY SPACE B. Correspondence with and reportsto DESTROY WHEN 2
FILES staff agencies relating to agency space  YEARS OLD. [GRS 11-

holdings and requirements.

1. Agency reports to the General
Services Administration regarding
space occupied in "Metropolitan

2b(1)]
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Washington" and "Outside the District
of Columbia," and related papers.
Records relating to the allocation,
utilization, and release of space under
agency control, and related reports to
the General Services Administration.
01/089.0.B.02 AGENCY SPACE B. Correspondence with and reports to DESTROY WHEN 3
FILES staff agencies relating to agency space  YEARS OLD OR 3
holdings and requirements. YEARS AFTER
SUPERSEDED, AS
2. Copies in subordinate reporting APPROPRIATE. [GRS
units and related work papers. 5.4-010]
Records relating to the allocation,
utilization, and release of space under
agency control, and related reports to
the General Services Administration.
01/089.0.C AGENCY SPACE C. General correspondence of the unit DESTROY WHEN 3
FILES responsible for space and YEARS OLD OR 3
maintenance matters, pertaining toits YEARS AFTER
own administration and operation, SUPERSEDED, AS
and related papers. APPROPRIATE. [GRS
5.4-010]
Records relating to the allocation,
utilization, and release of space under
agency control, and related reports to
the General Services Administration.
01/090.0 BUILDING AND Requests for building and equipment DESTROY WHEN 90
EQUIPMENT maintenance services, excluding fiscal ~ DAYS OLD.[GRS 5.4-
SERVICE FILES copies. 071] (N 8-1)
01/091.0 DIRECTORY Correspondence, forms, and other DESTROY WHEN 3
LISTINGS - records relating to the compilation of =~ YEARS OLD OR 3
BUILDING / building and telephone directory YEARS AFTER
TELEPHONE service listings. SUPERSEDED, AS
APPROPRIATE.
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[GRS 5.4-010] (N 1-32)
01/094.0.A INVENTORY A. STOCKROOM COPY DESTROY WHEN 3
REQUISITION YEARS OLD OR 3
FILES - STOCK / Requisitions for supplies and YEARS AFTER
SUPPLY equipment for/from current inventory ~ SUPERSEDED, AS
APPROPRIATE.
[GRS 5.4-010] (N 17-
22)
01/094.0.B INVENTORY B. COMPLETED REQUISITIONS FOR DESTROY 1 YEAR
REQUISITION SERVICE, SUPPLIES, AND EQUIPMENT,  AFTER ACTION IS
FILES - STOCK / AND TRAVEL DOCUMENTS COMPLETED.
SUPPLY (Official file copies are maintained by [DA: N1-255-94-1]
the office rendering service.)
Requisitions for supplies and
equipment for/from current inventory
01/094.0.C INVENTORY C. ALL OTHER OFFICES/COPIES DESTROY WHEN 3
REQUISITION YEARSOLD OR 3
FILES - STOCK / Requisitions for supplies and YEARS AFTER
SUPPLY equipment for/from current inventory ~ SUPERSEDED, AS
APPROPRIATE.
[GRS 5.4-010]
01/095.0 TELEPHONE Requests from operating units for DESTROY WHEN 3
SERVICE installation, alterations, relocation, or ~ YEARS OLD OR 3
RECORDS removal of telephone facilities, YEARS AFTER
excluding fiscal copy. General files APPLICABLE
including plans, reports, and other AGREEMENT EXPIRES
records pertaining to equipment OR IS CANCELLED, AS
requests, telephone service and like APPROPRIATE.. [GRS
matters. 5.5-010]
(N 8-2, N 10-16)
01/096.0.A SECURITY A. SIGNIFICANT POLICY AND * PERMANENT *

PROGRAM FILES

PROGRAM RECORDS
Documents, manuals, directives, plans,
reports and correspondence that

TRANSFER TO THE
NATIONAL ARCHIVES
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document significant and/or unique 10 YEARS AFTER
protective services program functions, SUPERSEDED.
including NACA security program files.  [DA: N1-255-94-1] (N
12-30)
01/096.0.C PROTECTIVE C. PROTECTIVE SERVICES DESTROY WHEN 3
SERVICES ADMINISTRATIVE RECORDS YEARS OLD.

PROGRAM FILES

01/096.0.D PROTECTIVE
SERVICES

PROGRAM FILES

PROTECTIVE
SERVICE
CRIMINAL

01/097.5.A

Records about routine facility security,
protective services, and personnel
security program administration.
Includes:

e administrative correspondence

e reports, including status reports on
cleared individuals

e staffing level and work planning
assessments, such as guard
assignment records

e administrative subject files

D. INTERAGENCY SECURITY
COMMITTEE MEMBER RECORDS

Records are agency copies of
committee records documenting the
administration, operation, and
decisions of the committee.

A. CRITICAL INCIDENT CASE FILES
Case files for criminal investigation of
critical incidents, offenses, and citation
reports. Includes death from suicide,

[GRS 5.6-010] DAA-
GRS-2021-0001-0001

TEMPORARY.
DESTROY WHEN 10
YEARS OLD.

GRS 5.6-070
DAA-GRS-2017-0006-
0009

CUT OFF FILE AFTER
CASE CLOSES.
DESTROY 45 YEARS
AFTER CUTOFF.

Exclusion: Records
documenting the
committee's
establishment,
organization, policy,
membership, meetings,
findings,
recommendations, and
accomplishments
maintained by the
Department of
Homeland Security
(DHS). DHS covers
these records under an
agency-specific
schedule.

SORN - NASA 10SECR

agendas; best practice and standards
documents; funding documents for security
countermeasures; meeting minutes
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01/097.5.B

MATTER
RECORDS

PROTECTIVE
SERVICE
CRIMINAL
MATTER
RECORDS

natural causes, and traffic fatalities;
sex-related crimes involving violence
or force (actual or implied), threats, or
weapons; arson; bombing; kidnapping;
attempted arson, bombing,
kidnapping, homicide and suicide; any
crime or incident resulting in grievous
bodily harm to any person; and cases
identified for extended retention by
the NASA Protective Services Office.
Grievous bodily harm is defined as the
loss of a limb, permanent loss of any
senses (sight, hearing, etc.), any
fractured bones, or permanent
damage to any body organ.

Records in any format and media
resulting from criminal investigations
related to crimes against NASA
personnel or property, or related to
any criminal investigative activity, Law
Enforcement actions, or Law
Enforcement documented incidents
that occur on NASA property.
Excludes investigation records of the
Inspector General which are covered
under Schedule 9.

B. SERIOUS INCIDENT CASE FILES
Case files for criminal investigation of
incidents not meeting the criteria for
Item A but which involve violence (or
the threat of violence) resulting in
serious bodily harm, or theft of
government, contractor, or personal
property. Serious bodily harm is
defined as any injuries not meeting the
criteria for grievous bodily harm, but
requires medical transport, and can

[DA: N1-255-07-2]

CUT OFF FILE AFTER
CASE CLOSES.
DESTROY 25 YEARS
AFTER CUTOFF.
[DA: N1-255-07-2]

SORN - NASA 10SECR
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01/097.5.C

PROTECTIVE
SERVICE
CRIMINAL
MATTER
RECORDS

involve injury not requiring
hospitalization. Also includes burglary,
workplace violence, alcohol/drug
related offenses, weapons violations,
non-fatal traffic accidents, and
suspicious incidents.

Records in any format and media
resulting from criminal investigations
related to crimes against NASA
personnel or property, or related to
any criminal investigative activity, Law
Enforcement actions, or Law
Enforcement documented incidents
that occur on NASA property.
Excludes investigation records of the
Inspector General which are covered
under Schedule 9.

C. Routine Accident and Incident
Records

Records documenting routine
accidents and incidents occurring on,
in, or at Government-owned or -leased
facilities, vehicles (land, water, and air)
and property used by Federal
agencies. Includes:

e statements of witnesses

e warning notices

e records about arrests, commitments,
and traffic violations

e accident and incident reports

¢ law enforcement agency requests for

information

EXCLUDES: Critical and serious
accident and incidents as described in
Iltems 1/97.5.A & B.

DESTROY 3 YEARS
AFTER FINAL
INVESTIGATION OR
REPORTING ACTION
OR WHEN 3 YEARS
OLD, WHICHEVER IS
LATER.

[GRS 5.6-100]

SORN - NASA 10SECR
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01/099.0.A KEY A. Areas Requiring Highest Security DESTROY 3 YEARS
ACCOUNTABILITY Awareness AFTER RETURN OF
RECORDS Records accounting for keys. Includes  KEY.
areas designated by the Interagency [GRS 5.6-020] (N 12-
Security Committee as Facility Security ~ 14)
Level V.
01/099.0.B KEY B. All Other Security Areas DESTROY 6 MONTHS
ACCOUNTABILITY Records accounting for keys. Includes ~ AFTER RETURN OF
RECORDS areas designated by the Interagency KEY.
Security Committee as Facility Security [GRS 5.6-021] (N 12-
Levels | through IV. 14)
01/100.0.B SECURITY B. RECORDS OF ROUTINE SECURITY DESTROY WHEN 30 SORN - NASA 10SECR
OPERATIONS OPERATIONS DAYS OLD.

Records about detecting potential
security risks, threats, or prohibited
items carried onto Federal property or
impacting assets, including records
documenting access control,
screening, patrol and response, and
control center operations.

Includes:

e control center key or code records

e registers of patrol and alarm services
e service reports on interruptions and
tests

e emergency alarm contact call lists

e temporary identification cards

e correspondence or lists of facility
occupants authorized to enter with a
prohibited or controlled item on an
identified date

e round and perimeter check reports,
including facility patrol tour data

e surveillance records

o recordings of protective mobile
radio transmissions

o video surveillance recordings

[GRS 5.6-090]
(N 12-10, N 12-17)
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o closed circuit television (CCTV)
records
e door slip summaries
01/100.5 CANINE (K-9) Records documenting acquisition, TEMPORARY. Acquisition records; Breeder and lineage
SERVICE training, activities, care, and DESTROY WHEN records; Deficiencies/remedies; End-of-
RECORDS retirement of canine partners. SUPERSEDED OR service documentation (through retirement
OBSOLETE, OR 3 or death); Initial report of positive
YEARS AFTER DOG IS detections and bite incidents; Microchip
RELEASED FROM number and identification records; Training
SERVICE, WHICHEVER courses taken and resulting grades and
IS SOONER. certifications; Vaccination and medical
GRS 5.6-160 history records
DAA-GRS-2017-0006-
0021
01/101.0 CLASSIFIED Classified Documents Administrative DESTROY WHEN 3 Note: This item does
DOCUMENTS Records. YEARS OLD. not cover records
ADMINISTRATIVE Records on managing information [GRS 4.2-001] (N 1-9k) documenting policies
RECORDS access and protection activities. and procedures
Records include: accumulated in offices
e correspondence related to routine having agency-wide
administration of document security responsibility for
classification security and protective
¢ associated subject files services programs.
o feeder and statistical reports
01/101.5.A CONTROLLED A. CUI PROGRAM IMPLEMENTATION TEMPORARY.
UNCLASSIFIED RECORDS DESTROY WHEN 7
INFORMATION Records of overall program YEARS OLD.

(CUI) PROGRAM

management. Includes: e records
documenting the process of planning
agency policy and procedure e agency
submissions to the CUI Executive
Agent of authorities (laws, Federal
regulations, or Government-wide
policies containing safeguarding or
dissemination controls) the agency
proposes to include in the CUI Registry
to designate unclassified information

[GRS 4.2-190]
DAA-GRS-2019-0001-
0005
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as CUI e agency submissions to the CUI
Executive Agent of proposed laws,
Federal regulations, or Government-
wide policies that would establish,
eliminate, or modify a category of CUI,
or change information controls
applicable to CUI ¢ correspondence
with CUI Executive Agent
01/101.5.B CONTROLLED B. CUI INFORMATION SHARING TEMPORARY. Exclusion: Contracts
UNCLASSIFIED AGREEMENTS DESTROY 7 YEARS involving CUl and
INFORMATION Agreements in which agencies agree to AFTER CANCELED OR contractor access to
(CUl) PROGRAM  share CUI with non-executive branch SUPERSEDED. CUI; NRRS 5.1.A.
entities (e.g., state and local police) [GRS 4.2-191]
and foreign entities that agree to DAA-GRS-2019-0001-
protect the CUI. 0006
01/101.5.C CONTROLLED C. RECORDS OF WAIVERS OF CUI TEMPORARY.
UNCLASSIFIED REQUIREMENTS DESTROY WHEN
INFORMATION Description of and rationale for each WAIVER IS
(CUl) PROGRAM  waiver, documentation of alternate RESCINDED, SYSTEM
steps the agency takes to ensure it IS NO LONGER IN USE,
sufficiently protects the CUI covered OR ALL AFFECTED
by the waiver, and records of the RECORDS ARE
agency notifying authorized recipients DESTROYED, AS
and the public of the waiver. APPLICABLE.
[GRS 4.2-192]
DAA-GRS-2019-0001-
0007
01/101.5.D.1 CONTROLLED D. RECORDS OF REQUESTS FOR FOLLOW THE
UNCLASSIFIED DECONTROL AND CHALLENGES TO CUI  DISPOSITION
INFORMATION DESIGNATIONS INSTRUCTIONS

(CUI) PROGRAM

Requests to decontrol CUl or
challenging a CUI marking as incorrect
(either improperly assigned or lacking),
responses to requests, records of
adjudication, and records of dispute
resolution if adjudication is appealed.

APPROVED FOR THE
RECORDS AT ISSUE.
[GRS 4.2-193]
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1. Records filed with the record-
keeping copy of the CUI-marked
records.
01/101.5.D.2 CONTROLLED D. RECORDS OF REQUESTS FOR TEMPORARY.
UNCLASSIFIED DECONTROL AND CHALLENGES TO CUI  DESTROY 6 YEARS
INFORMATION DESIGNATIONS AFTER CHANGE IN CUI
(CUl) PROGRAM  Requests to decontrol CUI or STATUS.
challenging a CUI marking as incorrect  [GRS 4.2-194]
(either improperly assigned or lacking), DAA-GRS-2019-0001-
responses to requests, records of 0008
adjudication, and records of dispute
resolution if adjudication is appealed.
2. Records filed separately from the
record-keeping copy of the CUI-
marked records.
01/101.5.E CONTROLLED E. RECORDS OF CUI MISUSE. TEMPORARY. Exclusion: If the
UNCLASSIFIED Allegations of CUI misuse, records of DESTROY 5 YEARS agency assigns such
INFORMATION internal investigations, AFTER COMPLETING investigations to its
(CUI) PROGRAM  communications with and reports of THE INVESTIGATION Inspector General (1G),
findings from the CUI Executive Agent, OR COMPLETING ALL  the agency schedule
and records of corrective actions. CORRECTIVE ACTIONS. for IG records covers
[GRS 4.2-195] the records created in
DAA-GRS-2019-0001-  the IG office.
0009
01/102.0.A CLASSIFIED A. Records maintained in the APPLY THE
INFORMATION individuals’ official personnel folder. DISPOSITION FOR THE
NONDISCLOSURE OFFICIAL PERSONNEL
AGREEMENTS Copies of nondisclosure agreements, FOLDER.

such as SF 312, Classified Information
Nondisclosure Agreement, signed by
civilian or military personnel with
access to information that is classified
under standards put forth by Executive
orders governing security
classification.

[GRS 4.2-120]
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01/102.0.B

01/103.0.A.01

CLASSIFIED
INFORMATION
NONDISCLOSURE
AGREEMENTS

PERSONNEL
SECURITY
CLEARANCE FILES

Legal Citations: ICD 703, Protection of
Classified National Intelligence; 32 CFR
2001.80(d)(2)(vii).

B. Maintained separately from the DESTROY WHEN 50

individual’s personnel folder. YEARS OLD.
[GRS 4.2-121]

Copies of nondisclosure agreements,

such as SF 312, Classified Information

Nondisclosure Agreement, signed by

civilian or military personnel with

access to information that is classified

under standards put forth by Executive

orders governing security

classification.

Legal Citations: ICD 703, Protection of
Classified National Intelligence; 32 CFR
2001.80(d)(2)(vii).

A. Records about security clearances, = DESTROY 1 YEAR
and other clearances for access to AFTER

Government facilities or to controlled CONSIDERATION OF
unclassified information, created to THE CANDIDATE

support initial favorable eligibility ENDS.
determinations, periodic [GRS 5.6-180] DAA-
reinvestigations, or to implement a GRS-2021-0001-0007

continuous evaluation program.

1. Records of people NOT issued
clearances.

Includes:

e questionnaires

e summaries of reports prepared by
the investigating agency

e documentation of agency
adjudication process and final
determination

SORN - NASA 10SECR
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Personnel security clearance case files
and related indexes maintained by the
personnel security office.
01/103.0.A.02 PERSONNEL A. Records about security clearances, DESTROY 5 YEARS SORN - NASA 10SECR
SECURITY and other clearances for access to AFTER EMPLOYEE OR
CLEARANCE FILES Government facilities or to controlled ~ CONTRACTOR

01/103.0.B.01

PERSONNEL
SECURITY
CLEARANCE FILES

unclassified information, created to
support initial favorable eligibility
determinations, periodic
reinvestigations, or to implement a
continuous evaluation program.

2. Records of people issued clearances.
Includes:

e questionnaires

e summaries of reports prepared by
the investigating agency

e documentation of agency
adjudication process and final
determination

Personnel security clearance case files
and related indexes maintained by the
personnel security office.

B. Investigative reports and related
documents agencies create or use to
support initial favorable eligibility
determinations, fitness
determinations, and periodic
reinvestigations, or to implement a
continuous evaluation program.

1. Personnel suitability and eligibility
investigative reports.

Personnel security clearance case files
and related indexes maintained by the
personnel security office.

RELATIONSHIP ENDS.
[GRS 5.6-181] DAA-
GRS-2021-0001-0008

DESTROY IN
ACCORDANCE WITH
THE INVESTIGATING
AGENCY
INSTRUCTION.

[GRS 5.6-170]

SORN - NASA 10SECR

Page 90



NASA Record Series with Notes

Item Name Description Retention Public Notes Content Types/Description Continued
01/103.0.B.02 PERSONNEL B. Investigative reports and related DESTROY IN SORN - NASA 10SECR
SECURITY documents agencies create or use to ACCORDANCE WITH
CLEARANCE FILES support initial favorable eligibility DELEGATED
determinations, fitness AUTHORITY
determinations, and periodic AGREEMENT OR

01/103.0.C

01/104.0

PERSONNEL
SECURITY
CLEARANCE FILES

GODDARD SPACE
FLIGHT CENTER
(GSFC) LOCATOR
AND
INFORMATION
SERVICES
TRACKING
SYSTEM (LISTS)

reinvestigations, or to implement a
continuous evaluation program.

2. Reports and records created by
agencies conducting investigations
under delegated investigative
authority.

Personnel security clearance case files
and related indexes maintained by the
personnel security office.

C. Index to the Personnel Security
Case Files.

Includes lists and reports showing the
current security clearance status of
individuals.

Personnel security clearance case files
and related indexes maintained by the
personnel security office.

Employee identification
cards/information. Records contained
in the system will consist of privacy
and personal information for all onsite
and off-site NASA/GSFC civil servants
and onsite and near-site contractors,
tenants, and other guest workers
possessing or requiring badge
identifications. LISTS is a
comprehensive and accurate source of
information for institutional services
and planning, general and personal
information in order to assist the

MEMORANDUM OF
UNDERSTANDING.
[GRS 5.6-171]

DESTROY WHEN
SUPERSEDED OR
OBSOLETE..

[GRS 5.6-190]

DESTROY WHEN 30
DAYS OLD.
[GRS 5.6-090]

SORN - NASA 10SECR

SORN - GSFC 51LISTS
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01/105.0.A

IDENTIFICATION
CREDENTIALS
FILES

Security office in issuing picture badge
identifications and in coordinating
clearance requests; to establish for the
Library an authorization for use of its
printed materials; to identify the listed
emergency contact in case of an
emergency to a center employee or
guest worker; and to provide a home
address in case an employee or guest
worker must be contacted during off
hours or for official mailings to a home
address.

A. Applications and supporting DESTROY 6 YEARS
documentation, such as chain-of-trust ~ AFTER THE END OF AN

records, for identification credentials. EMPLOYEE OR

Mandatory and optional data CONTRACTOR’S

elements housed in the agency TENURE.

identity management system and [GRS 5.6-120] (N 12-

printed on the ID card or encoded to 24a, N 8-4)

the ID card. DAA-GRS-2021-0001-
0005

Records about credential badges (such
as smart cards) that are (1) based on
the HSPD-12 standards for
identification cards issued to Federal
employees, contractors, and affiliates,
and (2) used to verify the identity of
individuals seeking physical access to
Federally controlled Government
facilities, and logical access to
Government information systems.
Also referred to as Common Access
Cards (CAC) cards, Personal Identity
Verification (PIV) cards, and Homeland
Security Presidential Directive 12
(HSPD-12) credentials.

application of ID card; log of activities that
documents who took action, what action
was taken, when and where the action took
place, and what data was collected; lost or
stolen credential documentation or police
report.
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01/105.0.B IDENTIFICATION  B. Identification Cards DESTROY
CREDENTIALS IMMEDIATELY UPON
FILES Records about credential badges (such  EXPIRATION,
as smart cards) that are (1) based on CONFISCATION, OR
the HSPD-12 standards for RETURN.
identification cards issued to Federal [GRS 5.6-121] (N 12-
employees, contractors, and affiliates, 24b, N 8-4b)
and (2) used to verify the identity of
individuals seeking physical access to
Federally controlled Government
facilities, and logical access to
Government information systems.
Also referred to as Common Access
Cards (CAC) cards, Personal Identity
Verification (PIV) cards, and Homeland
Security Presidential Directive 12
(HSPD-12) credentials.
01/105.1 TEMPORARY AND Temporary employee, contractor, and  Destroy upon

LOCAL FACILITY
IDENTIFICATION
AND CARD
ACCESS RECORDS

occasional visitor facility and network
identification access card and identity
management system records.
Identification verification credentials
issued by facility or building managers
to provide local verification credentials
and cards issued by facility or building
managers to provide local
identification and access. Includes:

e temporary identification cards issued
to temporary employees,

contractors, and occasional visitors
who do not meet the FIPS

201 Standard requirements for PIV
issuance

e supplemental cards issued to access
elevators

¢ personnel identification records
stored in an identity management
system for temporary card issuance

immediate collection
once the temporary
credential or card is
returned for potential
reissuance due to
nearing expiration or
not to exceed 6
months from time of
issuance or when
individual no longer
requires access,
whichever is sooner.
[GRS 5.6-130] DAA-
GRS-2021-0001-0006
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e parking permits
01/105.3.A UNCLAIMED A. Records for property valued over TEMPORARY. Loss statements; Lost-and-found logs and
PERSONAL $500. DESTROY WHEN 3 release forms; Receipts; reports
PROPERTY YEARS OLD OR 3
RECORDS Records accounting for non- YEARS AFTER THE
Government, personally owned DATE TITLE TO THE
property lost, abandoned, unclaimed, = PROPERTY VESTS IN
or believed stolen on premises owned  THE GOVERNMENT.
or leased by the Federal Government. GRS 5.6-060
01/105.3.B UNCLAIMED B. Records for property valued at $5500 TEMPORARY. Loss statements; Lost-and-found logs and
PERSONAL or less. DESTROY 30 DAYS release forms; Receipts; reports
PROPERTY AFTER THE PROPERTY
RECORDS Records accounting for non- IS FOUND.
Government, personally owned GRS 5.6-061
property lost, abandoned, unclaimed,
or believed stolen on premises owned
or leased by the Federal Government.
01/106.0.A FIREARMS - A. Records of acquisitions of firearms.  DESTROY 1 YEAR
ACCOUNTABILITY AFTER FIREARM IS
/ QUALIFICATION DESTROYED OR
TRANSFERRED.
[DA: N1-255-94-1] (N
12-10)
[DA: N1-255-09-1]
01/106.0.B FIREARMS - B. Certificate to carry firearms. DESTROY 1 YEAR
ACCOUNTABILITY AFTER TERMINATION
/ QUALIFICATION OF CERTIFICATE.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
12-11)
01/106.0.C FIREARMS - C. Data relating to individual Cutoff after

ACCOUNTABILITY
and
QUALIFICATION

qualifications, training, and
maintenance of proficiency in the use
of firearms.

termination of
individual. Destroy 5
years after cutoff.
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[DAA-0255-2022-
0003-0001]
01/106.0.D UNIFORM AND D. Records tracking uniforms and DESTROY 3 MONTHS
EQUIPMENT equipment issued to security AFTER RETURN OF
TRACKING personnel, including: EQUIPMENT.
RECORDS o firearms (type, serial number, [GRS 5.6-030]
manufacturer, caliber, firearm
registration
date, storage location data, etc.)
e communication devices issued to
security
personnel such as mobile radios and
walkie-talkies
e body armor such as bullet-proof
vests
e police baton and holder
e handcuffs and keys
01/108.0 INFORMATION Case files about investigating alleged DESTROY 5 YEARS
SECURITY violations of executive orders, laws, or  AFTER CLOSE OF CASE
VIOLATIONS agency regulations on safeguarding OR FINAL ACTION,
RECORDS national security information. Includes WHICHEVER OCCURS

allegations referred to the Department
of Justice or Department of Defense.
Includes final reports and products.

Exclusion 1: Documents placed in
Official Personnel Folders. GRS 2.2,
Employee Management Records
covers these records.

Exclusion 2: Records of any
subsequent investigations are covered
under agency-specific schedules, such
as Office of the Inspector General
schedules.

SOONER.
[GRS 5.6-200]
(N 12-22, N 12-21)
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01/108.2.A INSIDER THREAT  A. Insider threat administrative and TEMPORARY. NRRS 3.33, Employee Briefing materials and presentations;
operations records. DESTROY WHEN 7 Training Records, Correspondence related to data gathering;
YEARS OLD. covers records on Implementation guidance; Periodic
Records about insider threat program GRS 5.6-210 mandatory employee inventory of all information, files, and
and program activities. DAA-GRS-2017-0006-  training about insider systems; Plans or directives and supporting
0028 threats. documentation, such as: independent and
self-assessments, corrective action plans,
evaluative reports; Procedures, operational
manuals, and related development records;
Status reports
01/108.2.B INSIDER THREAT  B. Insider threat inquiry records. TEMPORARY. Exclusion: Records of
DESTROY 25 YEARS any subsequent
Records about insider threat program  AFTER CLOSE OF investigations are
inquiries initiated or triggered due to INQUIRY. covered under agency-
derogatory information or occurrence GRS 5.6-220 specific schedules, such
of an anomalous incident. Includes DAA-GRS-2017-0006-  as Office of the
initiated and final reports, referrals, 0029 Inspector General
and associated data sets. schedules.
01/108.2.C INSIDER THREAT  C. Insider threat information TEMPORARY. Exclusion: Case files of  Agency, bureau, or department data; Court
DESTROY WHEN 25 any subsequent records; Disciplinary files; Enterprise audit
Data collected and maintained by YEARS OLD. investigations are data which is user attributable; Facility
insider threat programs undertaking GRS 5.6-230 covered under agency- access records, including visitor records;

analytic and risk-based data collection
activities to implement insider threat
directives and standards. Includes, but
is not limited to: Counterintelligence
and security information, Information
assurance information, Human
resources information, Investigatory
and law enforcement information,
Public information

DAA-GRS-2017-0006-
0030

specific schedules, such
as Office of the
Inspector General
schedules.

Financial disclosure filings; Foreign contact
reports; Generic open source and social
media data; Intelligence records; Levels of
network access; Levels of physical access;
Medical records/data; Outside work and
activities requests; Payroll and voucher
files; Personal biographical and
identification data, including U.S.
Government name check data; Personal
contact records; Personnel files; Personnel
security files; Personnel usernames and
aliases; Polygraph examination reports;
Print logs; Private industry data; Referral
records; Security violation files; Statements
of complainants, informants, suspects, and
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witnesses; Travel records; Unauthorized
use of removable media

01/108.2.D INSIDER THREAT  D. Insider threat user activity TEMPORARY. Exclusion: Records of

monitoring (UAM) data DESTROY WHEN 10 any subsequent
YEARS OLD OR IF investigations are
User attributable data collected to INQUIRY, 25 YEARS covered under agency-
monitor user activities on a network to  AFTER INQUIRY specific schedules, such
enable insider threat programs and CLOSE. as Office of the
activities to: identify and evaluate [Retention meets Inspector General
anomalous activity involving National NASA business need schedules.
Security Systems (NSS), identify and per SMEs.]
assess misuse (witting or unwitting), or GRS 5.6-240 Legal authority: CNSSD
exploitation of NSS by insiders, DAA-GRS-2017-0006-  No. 504, 4 February
support authorized inquiries and 0031 2014
investigations
01/109.0.B CONTAINER FILES B. RETURNABLE DESTROY 3 YEARS
Documents reflecting the receipt, AFTER RETURN OF
transfer, and return to vendor of CONTAINER OR
receiving reports, reports of survey, PURCHASE OF
shipping documents, reports, or CONTAINER,
similar documents. WHICHEVER IS
APPLICABLE.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
17-23)
01/111.0.A ACCOUNTABILITY A. ACCESS TO CLASSIFIED AND DESTROY OR DELETE 5 agent and researcher files; forms

AND CONTROL

CONTROLLED UNCLASSIFIED RECORDS
Including records regarding FOIA, PA,
and MDR

Records documenting identity, internal
routing, and final disposition of
classified documents. Also, records
documenting control points and
accountability for information relating
to access requests.

YEARS AFTER DATE OF
LAST ENTRY, FINAL
ADJUDICATION BY
COURTS, OR FINAL
ACTION BY AGENCY
(SUCH AS
DOWNGRADING,
TRANSFER OR
DESTRUCTION OF
RELATED CLASSIFIED
DOCUMENTS, OR

accompanying documents to ensure
continuing control, showing names of
people handling the documents, intra-
office routing, and comparable data; forms,
registers, ledgers, logs, and tracking
systems documenting requester identity
and contact information, request date, and
nature or purpose of request; inventories
of controlled records
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01/111.0.B.01

01/111.0.B.02

ACCOUNTABILITY B. CLASSIFIED DOCUMENTS

AND CONTROL 1. INFORMATION ACCESS AND
PROTECTION TRACKING AND
CONTROL RECORDS

ACCOUNTABILITY B. CLASSIFIED DOCUMENTS
AND CONTROL 2. ACCESS CONTROL RECORDS

RELEASE OF
INFORMATION FROM
CONTROLLED
UNCLASSIFIED
STATUS), AS MAY
APPLY, WHICHEVER IS
LATER.

[GRS 4.2-040]
DAA-GRS-2019-0001-
0003

DESTROY 2 YEARS
AFTER LAST FORM
ENTRY, REPLY, OR
SUBMISSION; OR
WHEN ASSOCIATED
DOCUMENTS ARE
DECLASSIFIED OR
DESTROYED, OR
WHEN
AUTHORIZATION
EXPIRES; WHICHEVER
IS APPROPRIATE.
[GRS 4.2-030] (N 12-
3)
DAA-GRS-2019-0001-
0002

DESTROY 2 YEARS
AFTER LAST FORM
ENTRY, REPLY, OR
SUBMISSION; OR
WHEN ASSOCIATED
DOCUMENTS ARE
DECLASSIFIED OR
DESTROYED.
[Retention meets
NASA business need
per SMEs.]

records documenting receipt, internal
routing, dispatch, and destruction of
unclassified records; requests and
authorizations for individuals to have
access to classified files; tracking databases
and other records used to manage overall
program

comparable data used to control access
into classified document containers; names
or other personal identifiers of individuals
who know combinations; safe and padlock
combinations
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01/111.0.B.03

01/112.0.A

01/112.0.B

ACCOUNTABILITY
AND CONTROL

SECURITY
CLASSIFICATION
SYSTEMS

SECURITY
CLASSIFICATION
SYSTEMS

B. CLASSIFIED DOCUMENTS

3. RECORDS RELATING TO CLASSIFIED
OR CONTROLLED UNCLASSIFIED
DOCUMENT CONTAINERS

Includes forms placed on safes,
cabinets, or vaults that record
opening, closing, and routine checking
of container security such as SF-701
and SF-702.

A. AUTOMATIC AND SYSTEMATIC
DECLASSIFICATION REVIEW PROGRAM
RECORDS

Files related to the review of
permanent records in anticipation of
automatic declassification at 25, 50, or
75 years per Executive Order 13526,
and the periodic review of records
exempted from automatic
declassification. Files include program
records documenting declassification
decision.

B. FUNDAMENTAL CLASSIFICATION
GUIDANCE REVIEW FILES

Reports, significant correspondence,
drafts, received, comments, and
related materials responding to
“fundamental classification guidance
review” as required by Executive Order
13526 Section 1.9.

[GRS 4.2-031]
DAA-GRS-2013-0007-
0020

DESTROY 2 YEARS
AFTER LAST FORM
ENTRY, REPLY, OR
SUBMISSION; OR
WHEN ASSOCIATED
DOCUMENTS ARE
DECLASSIFIED OR
DESTROYED.
[Retention meets
NASA business need
per SMEs.]

[GRS 4.2-032]
DAA-GRS-2016-0002-
0003

DESTROY/DELETE
AFTER CONDUCTING
NEXT REVIEW OR
WHEN SUBJECT
RECORDS ARE
TRANSFERRED TO
NARA.

[GRS 4.2-100]
DAA-GRS-2020-0002-
0001

DESTROY 5 YEARS
AFTER REPORT IS
SUBMITTED TO ISOO.
[GRS 4.2-110]

Note: Forms involved

in investigations are
not covered by this

item. They are instead

retained according to
the schedule item for
records of the
investigation.

Note: This item does
not cover reports and
correspondence
received at the
Information Security
Oversight Office
(1ISO0).
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01/113.0 INDUSTRIAL Documents relating to the security Destroy 3 years after
SECURITY FILES requirements of contracts as part of contract close or
the National Industrial Security when no longer
Program. needed, whichever is
later.
[DAA-0255-2022-
0003-0002]
01/114.0.A.01 VISITOR A. VISITORS DESTROY WHEN 5 SORN - NASA 10SECR
PROCESSING YEARS OLD..
RECORDS Registers or logs recording names of [GRS 5.6-110] (N 12-
outside contractors, service personnel, 15)
foreign national and other visitors,
employees admitted to areas, and
report on vehicles and passengers.
1. Areas requiring highest level
security awareness.
01/114.0.A.02 VISITOR A. VISITORS DESTROY WHEN 2 SORN - NASA 10SECR
PROCESSING YEARS OLD.
RECORDS Registers or logs recording names of [GRS 5.6-111]
outside contractors, service personnel,
foreign national and other visitors,
employees admitted to areas, and
report on vehicles and passengers.
2. All other facility security areas.
01/116.0.A.1. FACILITY A. SENSITIVE COMPARTMENTED TEMPORARY. Construction Security Plan (CSP); Initial
SECURITY INFORMATION (SCIF) DESTROY WHEN Fixed Facility Checklist; Pre-accreditation

1. Sensitive Compartmented
Information Facility (SCIF)
accreditation records

Physical security plans for SCIF
construction, expansion, or
modification.

SUPERSEDED BY
SUBSEQUENT SCIF
ACCREDITATION.
[Retention meets
NASA business need
per SMEs]

GRS 5.6-140
DAA-GRS-2017-0006-
0019

inspection report; TEMPEST Checklist
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01/116.0.A.2 FACILITY A. SENSITIVE COMPARTMENTED DESTROY WHEN Accreditation authorization documents; Co-
SECURITY INFORMATION (SCIF) SUPERSEDED. utilization approvals; Copies of any waivers
2. Sensitive Compartmented [Retention meets granted by the Cognizant Security Authority
Information Facility (SCIF) inspection NASA business need (CSA); Emergency Action Plans; Fixed
records. per SMEs] Facility Checklist; Inspection reports,
Inspection records required by GRS 5.6-150 including Technical Surveillance Counter
Intelligence Community Directive (ICD) DAA-GRS-2017-0006- Measures (TSCM) reports, for the entire
705. 0020 period of SCIF accreditation; Memoranda of
agreements (MOAs); Operating
procedures; Special Security
Officer/Contractor Special Security Officer
(SSO/CSS0O) appointment letters
01/116.0.B.1 FACILITY B. FACILITY SECURITY ASSESSMENT TEMPORARY. facility notes; inspector notes and reports;
SECURITY RECORDS DESTROY 5 YEARS vulnerability assessments
ASSESSMENT 1. Areas requiring highest level AFTER UPDATING THE
RECORDS security awareness. SECURITY
Includes areas designated by the ASSESSMENT OR
Interagency Security Committee as TERMINATING THE
Facility Security Level V. SECURITY AWARENESS
STATUS, WHICHEVER
Surveys and inspections of security IS SOONER.
and safety measures at Government or GRS 5.6-080
privately owned facilities assigned a DAA-GRS-2017-0006-
security awareness status by 0010
Government agencies.
01/116.0.B.2 FACILITY B. FACILITY SECURITY ASSESSMENT TEMPORARY. facility notes; inspector notes and reports;
SECURITY RECORDS DESTROY 3 YEARS vulnerability assessments
ASSESSMENT 2. All other facility security areas AFTER UPDATING THE
RECORDS SECURITY
Reports of surveys and inspections of ~ ASSESSMENT OR
facilities assigned security cognizance  TERMINATING THE
by Government agencies, and related ~ SECURITY AWARENESS
documents. STATUS, WHICHEVER
IS SOONER.
Surveys and inspections of security GRS 5.6-081
and safety measures at Government or DAA-GRS-2017-0006-
privately owned facilities assigned a 0011
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security awareness status by
Government agencies.
01/117.0.A SAFETY FILES - A. INSPECTING OFFICE DESTROY 5 YEARS NOTE: Payload Safety
PROPERTY AFTER DISPOSAL. Data Files/Records are
Safety inspection and maintenance [DA: N1-255-94-1] maintained under AFS
records for all NASA real and personal  [DA: N1-255-09-1] (N 8680 See Schedule 8
property. 21-6) for records created in
this series.
01/117.0.B SAFETY FILES - B. ALL OTHER OFFICES/COPIES DESTROY WHEN 4
PROPERTY YEARS OLD.
Safety inspection and maintenance [DA: N1-255-94-1]
records for all NASA real and personal  [DA: N1-255-09-1]
property.
01/117.5 SAFETY Records, regardless of format, of CUTOFF AT THE END
ACTIVITIES safety activities by designated OF THE FISCAL OR
RECORDS organizational personnel other than CALENDAR YEAR.
the office of functional responsibility DESTROY 3 YEARS
for the safety program, including AFTER CUTOFF OR
Supervisor Safety Visit records, WHEN NO LONGER
minutes of periodic safety meetings, NEEDED FOR
fire extinguisher location logs, and BUSINESS PURPOSES,
related materials. Internal WHICHEVER IS LATER.
organizational safety activities records  [DAA-0255-2016-
would be included in this item. Cutoff 0001]
date is based on date of document,
activity, or entry in log.
01/118.0 GROUND-BASED  Reports and correspondence related DESTROY WHEN 25 Note: If Pressure

PRESSURE
SYSTEMS
RECORDS

to design, inspection, and certification
of Ground-Based Pressure Systems.
Records may include Inspection
reports, Pressure System Condition
Reports Category C, Low Energy/Low
Risk Requests, Pressure Systems
Design Review Records, Waivers, and
Weld/Braze Inspection Reports.
Certification packages include active

YEARS OLD.
[N1-255-99-3]
[DA: N1-255-09-1]

Vessels and Systems
ceases to exist and
records are at least 3
years old, early
destruction of records
can be requested

through NASA Records

Officer at
Headquarters.
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01/119.0.A

01/119.0.B

FIRE, EXPLOSION,
AND ACCIDENT
INVESTIGATIVE
FILES

FIRE, EXPLOSION,
AND ACCIDENT
INVESTIGATIVE
FILES

and superseded records. Inspection
and re-certification dates are based on
NASA inspection table requirements.
Cutoff date is date of document.

A. PRECEDENT OR UNUSUAL CASES
Cases selected by pertinent NASA
Officials, i.e., Chief, NASA Security
Office, Associate Administrator, Office
of Safety and Mission Assurance, and
all type A and B mishaps.

Case files, investigative files
accumulating from investigations of
fires, explosions, and accidents,
consisting of retained copies of reports
and related papers when the original
reports are submitted for review and
filing in other agencies or
organizational elements, and reports
and related papers concerning
occurrences of such a minor nature
that they are settled locally without
referral to other organizational
elements.

B. ROUTINE CASES

Case files, investigative files
accumulating from investigations of
fires, explosions, and accidents,
consisting of retained copies of reports
and related papers when the original
reports are submitted for review and
filing in other agencies or
organizational elements, and reports
and related papers concerning
occurrences of such a minor nature
that they are settled locally without

* PERMANENT *
TRANSFER TO THE
NATIONAL ARCHIVES
WHEN 30

YEARS OLD.

[DA: N1-255-94-1] (N
12-8)

DESTROY 3 YEARS
AFTER FINAL
INVESTIGATION OR
REPORTING ACTION
OR WHEN 3 YEARS
OLD, WHICHEVER IS
LATER.

[GRS 5.6-100]
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referral to other organizational
elements.
01/119.5.A SAFETY A. OFFICE OF PRIMARY DESTROY OR DELETE 1
CONCERNS AND RESPONSIBILITY YEAR AFTER
SUGGESTIONS SUGGESTION
REPORTING Records and reports, regardless of DISPOSITION OR
format, on employee safety concerns WHEN NO LONGER
and suggestions. Records consist of NEEDED FOR
safety concerns, unexpected BUSINESS PURPOSES,
occurrences, and related beneficial WHICHEVER IS LATER.
safety suggestions. EXCLUDING facility = [DAA-0255-2016-
repairs or maintenance requests that 0002]
are reported to the Center’s safety
organization.
01/119.5.B SAFETY B. ALL OTHER OFFICES AND COPIES CUTOFF AT END OF
CONCERNS AND FISCAL OR CALENDAR
SUGGESTIONS Records and reports, regardless of YEAR. DESTROY 90
REPORTING format, on employee safety concerns DAYS AFTER CUTOFF
and suggestions. Records consist of OR WHEN NO LONGER
safety concerns, unexpected NEEDED FOR
occurrences), and related beneficial BUSINESS PURPOSES,
safety suggestions. EXCLUDING facility =~ WHICHEVER IS LATER.
repairs or maintenance requests that [DAA-0255-2016-
are reported to the Center’s safety 0002]
organization.
01/120.0.A.01 SAFETY REPORTS  A. NASA SAFETY REPORTS - ANNUAL DESTROY WHEN 15
/ RECORDS Statistical reports, surveys on loss and  YEARS OLD.

injuries compiled by Headquarters
from reports described in B of this
item. (This is typically an annual
report that can, but is not limited to,
include hardware loss, and more
information/data than Dol report
requires.)

1. Headquarters.

[DA: N1-255-94-1]
[DA: N1-255-09-1]
(N 21-4)
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01/120.0.A.02 SAFETY REPORTS  A. NASA SAFETY REPORTS - ANNUAL DESTROY WHEN 10
/ RECORDS Statistical reports, surveys on loss and  YEARS OLD.
injuries compiled by Headquarters [DA: N1-255-94-1]
from reports described in B of this [DA: N1-255-09-1]
item. (This is typically an annual
report that can, but is not limited to,
include hardware loss, and more
information/data than Dol report
requires.)
2. Centers (feeder reports to HQ).
01/120.0.B.01 SAFETY REPORTS  B. SAFETY PROGRAM REPORTS DESTROY WHEN 15 NOTE: 01-17-02, NASA
/ RECORDS Statistical reports from Centers YEARS OLD. Forms 344 and 345 no
regarding injuries and accidents, such [DA: N1-255-94-1] longer exist and have
as NASA Forms 344 and 345. [DA: N1-255-09-1] not been used for
(N 21-3) many years. (THISIS
1. Headquarters. AN INACTIVE SERIES OF
RECORDS.)
01/120.0.B.02 SAFETY REPORTS  B. SAFETY PROGRAM REPORTS DESTROY WHEN 12 NOTE: 01-17-02, NASA
/ RECORDS Statistical reports from Centers YEARS OLD. Forms 344 and 345 no
regarding injuries and accidents, such [DA: N1-255-94-1] longer exist and have
as NASA Forms 344 and 345. [DA: N1-255-09-1] not been used for
many years. (THIS IS
2. Centers and all other AN INACTIVE SERIES OF
offices/copies. RECORDS.)
01/120.0.C SAFETY REPORTS C.INDIVIDUAL ACCIDENT REPORTS DESTROY 3 YEARS
/ RECORDS AFTER
Forms, reports, correspondence, and COMPENSATION
related medical and investigatory CEASES OR WHEN

relating to on-the-job injuries whether
or not a claim for compensation was
made, EXCLUDING copies filed in the
Employee Medical Folder and copies
submitted to the Department of Labor
(Dol).

DEADLINE FOR FILING
A CLAIM HAS PASSED.
[GRS 2.4-100] (N 21-5)
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01/120.0.D SAFETY REPORTS  D. PROTECTIVE AND PREVENTIVE SEE ITEM 116 OF THIS
/ RECORDS MEASURES REPORTS SCHEDULE
[DA: N1-255-09-1]
(N 21-7)
01/120.0.E SAFETY REPORTS  E. SAFETY AND RELIABILITY REPORTS CUTOFF WHEN THE
/ RECORDS RISK/ SAFETY
Files consist of Safety & Reliability ASSESSMENT/ANALYSI
Reports including Hazard Reportsand SIS
Risk Assessments relating to the KSC COMPLETE/INACTIVE.
Ground Support Equipment that DESTROY WHEN 15
interfaces with the flight hardware. YEARS OLD.
Files contain, but are not limited to: [DA: N1-255-94-1]
Preliminary-, KSC-Hazard Reports; ESR- [DA: N1-255-09-1]
, Mission Safety-, Safety-, and
System/Subsystem-Assessments;
System Safety Review Panel Issues;
System Assurance, Failure Mode &
Effects-Analyses; Critical Iltems Lists;
Design Review Reports; and, Criticality
Assessments.
01/121.0.A ACCIDENT/MISHA A. HEADQUARTERS Recordkeeping DESTROY WHEN 20
P INCIDENT CASE  copy (paper). YEARS OLD.
FILES [DA: N1-255-94-1]
Correspondence, reports, and all [DA: N1-255-09-1]
related papers concerning potential or (N 21-2)
actual individual accidents or incidents
occurring at ground centers. Cutoff
date is date case closed.
01/121.0.B ACCIDENT/MISHA B. CENTERS, ALL OTHER DESTROY WHEN 20

P INCIDENT CASE
FILES

OFFICES/COPIES Recordkeeping copy
(paper)

Correspondence, reports, and all
related papers concerning potential or
actual individual accidents or incidents
occurring at ground centers. Cutoff
date is date case closed.

YEARS OLD.
[DA: N1-255-94-1]
[DA: N1-255-09-1]
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01/121.0.C ACCIDENT/MISHA C. INDIVIDUAL ACCIDENT REPORTS SEE ITEM 120 C. OF
P INCIDENT CASE THIS SCHEDULE.
FILES Correspondence, reports, and all
related papers concerning potential or
actual individual accidents or incidents
occurring at ground centers. Cutoff
date is date case closed.
01/122.0 MISHAP Files contain, in addition to others * PERMANENT *
INVESTIGATION listed, photographs, witness interviews TRANSFER TO THE
BOARD FILES and all other materials concerning the  NATIONAL ARCHIVES
investigation. WHEN 20 YEARS OLD.
[DA: N1-255-94-1, 14]
01/123.0 SPECIAL PERMIT  Requests for permits to operate and DESTROY ON
FILES handle special type machines and tools EXPIRATION OF
controlled by manufacturers. PERMIT OR WHEN
SUPERSEDED.
[DA: N1-255-94-1]
[DA: N1-255-09-1] (N
21-8)
01/124.0 HEALTH PHYSICS  Records of Health Physics Daily Logs, DESTROY WHEN 10
AND PROCESS Water Activity Analysis Logs, Geiger- YEARS OLD.
CONTROL DATA Mueller Analysis Logs, Air Sample [DA: N1-255-94-1]
LOGS Analysis Logs, Daily Routine Health [DA: N1-255-09-1] (N
Physics Logs, Background and 21-9)
Efficiency Logs, Portable Survey
Instrument Calibration Logs, and
Source Movement, Inventory and Leak
Test Logs.
01/125.0.A SAFETY A. OFFICE DEVELOPING THE DESTROY WHEN 10

STANDARDS FILES

STANDARDS

Documents created in the
development of safety standards and
practices in developmental and
production operations; the safety
location, design, layout, and

YEARS OLD OR WHEN
SUPERSEDED OR
OBSOLETE,
WHICHEVER IS
SOONER.

[DA: N1-255-94-1]
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01/125.0.B

01/126.0.A

SAFETY
STANDARDS FILES

HEALTH AND
OCCUPATIONAL
MEDICINE
RECORDS

construction of facilities where fuels,
propellants, or other hazardous
materials are handled or operations
are exposed to ignition hazards; the
safe handling, storage, and movement
of hazardous materials; and other
areas requiring safety standards. The
files include recommendations,
coordination actions, studies, and
other actions taken to establish
standards.

B. ALL OTHER OFFICES/COPIES

Documents created in the
development of safety standards and
practices in developmental and
production operations; the safety
location, design, layout, and
construction of facilities where fuels,
propellants, or other hazardous
materials are handled or operations
are exposed to ignition hazards; the
safe handling, storage, and movement
of hazardous materials; and other
areas requiring safety standards. The
files include recommendations,
coordination actions, studies, and
other actions taken to establish
standards.

A. NASA HEALTH INFORMATION
MANAGEMENT SYSTEM - NASA 10
HIMS

NASA Civil Service employees and
applicants; other agency civil service
and military employees working at
NASA,; visitors to centers; onsite

[DA: N1-255-09-1] (N
21-1)

DESTROY 2 YEARS
AFTER SUPERSEDED
OR OBSOLETE,
WHICHEVER IS
SOONER.

[DA: N1-255-94-1]
[DA: N1-255-09-1]

SEE FOLLOWING
INDIVIDUAL ITEMS
LISTED SEPARATELY BY
RECORD
SERIES/CATEGORY.
[DA: N1-255-94-1]
[DA: N1-255-09-1]

NOTE: Occupational SORN - NASA 10HIMS
Safety and Health

Administration (OSHA)

records are maintained

under AFS 8720. See

Schedule 8 for records

created in this series.

Content Types/Description Continued
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contractor personnel who receive job
related examinations, have mishaps or
accidents, or come to the clinic for
emergency or first aid treatment.
01/126.0.B HEALTH AND B. SPACE FLIGHT PERSONNEL AND * PERMANENT * NOTE: Occupational
OCCUPATIONAL  THEIR FAMILIES SEE SCHEDULE 8. Safety and Health
MEDICINE Administration (OSHA)
RECORDS records are maintained
under AFS 8720. See
Schedule 8 for records
created in this series.
01/126.0.C.01 HEALTH AND C. HEALTH AND MEDICAL REPORTS DESTROY 6 YEARS NOTE: Occupational
OCCUPATIONAL AFTER DATE OF Safety and Health
MEDICINE Statistical reports on health and SUMMARY OR Administration (OSHA)
RECORDS medical services and vital statistics REPORT. records are maintained
reports on NASA personnel. Includes [DA: N1-255-94-1] under AFS 8720. See
copies of statistical summaries and [DA: N1-255-09-1] (N Schedule 8 for records
reports with related papers pertaining  11-5) created in this series.
to employee health, retained by
reporting unit.
1. Headquarters.
01/127.0.A.01.B EMPLOYEE A. INDIVIDUAL HEALTH CASE FILES - 30 DAYS AFTER SORN - NASA 10HIMS

HEALTH RECORDS

EMPLOYEE MEDICAL FOLDER (EMF)

1. Examinations recorded on SF 78,
such as pre-employment physical
examinations; health qualification
placement records; disability
retirement examinations; fitness for
duty examinations; and any other
documents deemed of long-term value
as defined in 5 CFR part 293, subpart E.

(b) Separated employees.

SEPARATION
TRANSFER TO
NATIONAL

PERSONNEL RECORDS

CENTER (NPRC), ST.
LOUIS, MO. NPRC
WILL DESTROY 75
YEARS AFTER BIRTH

DATE, 60 YEARS AFTER

DATE OF THE

EARLIEST DOCUMENT
IN THE FOLDER IF THE

DATE OF BIRTH
CANNOT BE
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01/127.0.A.02

01/127.0.A.03

01/127.0.B.01

EMPLOYEE
HEALTH RECORDS

EMPLOYEE
HEALTH RECORDS

EMPLOYEE
HEALTH RECORDS

A. INDIVIDUAL HEALTH CASE FILES -
EMPLOYEE MEDICAL FOLDER (EMF)

2. TEMPORARY or SHORT-TERM
records as defined in the FPM. Records
may consist of forms, correspondence,
and other records relating to an
employee's medical history,
occupational injuries or diseases,
physical examinations, and all
treatment received in the Health Unit,
EXCLUDING records cited in "a."
above. These are records that are not
required for filing in the EMF, and if
not retained by the agency, should
UNDER NO CIRCUMSTANCES be sent
to the NPRC.

A. INDIVIDUAL HEALTH CASE FILES -
EMPLOYEE MEDICAL FOLDER (EMF)

3. Individual Employee Health Case
Files created prior to establishment of
the EMF system that has been retired
to an FRC.

B. INDIVIDUAL NON-OCCUPATIONAL
HEALTH RECORD CARDS/FILES
Records in this series include forms,
correspondence, and other
documents, including summary
records, documenting an individual
employee's medical history, physical
condition and visits to Government
health facilities, or clearance by
Government medical staff, for non-

ASCERTAINED, OR 30
YEARS AFTER LATEST
SEPARATION,
WHICHEVER IS LATER.
[GRS 2.7-060]

DESTROY 1 YEAR
AFTER SEPARATION
OR TRANSFER OF
EMPLOYEE.

[GRS 2.7-061]

DESTROY 60 YEARS
AFTER RETIREMENT
TO NARA RECORDS
STORAGE FACILITY.
[GRS 2.7-062]

DESTROY 10 YEARS
AFTER THE MOST
RECENT ENCOUNTER.
[GRS 2.7-070] (N 11-2)

SORN - NASA 10HIMS

SORN - NASA 10HIMS

SORN - NASA 10HIMS
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01/127.0.B.02

01/127.0.B.03

EMPLOYEE
HEALTH RECORDS

EMPLOYEE
HEALTH RECORDS

work related purposes, EXCLUDING
records covered by A. above.

1. NASA Employees

Cards that contain such information as
date of employee's visit, diagnosis, and
treatment.

B. INDIVIDUAL NON-OCCUPATIONAL DESTROY 8 YEARS

HEALTH RECORD CARDS/FILES AFTER INDIVIDUAL'S
Records in this series include forms, EMPLOYMENT ON-
correspondence, and other SITE IS TERMINATED.
documents, including summary [DA: N1-255-94-1]
records, documenting an individual [DA: N1-255-09-1]

employee's medical history, physical (N 11-3)
condition and visits to Government

health facilities, or clearance by

Government medical staff, for non-

work related purposes, EXCLUDING

records covered by A. above.

2. Onsite Contractor Personnel
Doctor's clinic records or similar
records that contain data of visit,
diagnosis, and treatment.

B. INDIVIDUAL NON-OCCUPATIONAL CUTOFF AT END OF

HEALTH RECORD CARDS/FILES CALENDAR YEAR.
Records in this series include forms, DESTROY 7 YEARS
correspondence, and other AFTER CUTOFF.
documents, including summary [DAA-0255-2017-
records, documenting an individual 0008-0001]

employee's medical history, physical
condition and visits to Government
health facilities, or clearance by
Government medical staff, for non-
work related purposes, EXCLUDING
records covered by A. above.

SORN - NASA 10HIMS

SORN - NASA 10HIMS
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01/127.0.C.01

01/127.0.C.02

EMPLOYEE
HEALTH RECORDS

EMPLOYEE
HEALTH RECORDS

3. Visitors Seeking Use of NASA
Facilities

Health and medical history
information and records that contain
results of physicals or medical
assessment.

C. EMPLOYEE ASSISTANCE PROGRAM

Personal case files consisting of
handwritten notes, letters to
physicians or counselors, calendar of
treatment(s), authorization releases,
after care information and telephone
messages. Case files are to be
maintained separate from the EMF
and/or the Official Medical Record(s),
kept to an absolute minimum, and
handled with privacy in accordance

with Section 408 of Public Law 92-155.

1. Management Referral.

C. EMPLOYEE ASSISTANCE PROGRAM

Personal case files consisting of
handwritten notes, letters to
physicians or counselors, calendar of
treatment(s), authorization releases,
after care information and telephone
messages. Case files are to be
maintained separate from the EMF
and/or the Official Medical Record(s),
kept to an absolute minimum, and
handled with privacy in accord